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Where Did the Money 
Come From? 


The money came almost en- 
tirely from people willing to 
invest their savings in the 
telephone business. 





‘4000000 
Added Every Day to 
Serve the Nation 


The Bell System has made an average additional 
investment of $4,000,000 every working day in 
the last six years to expand and improve tele- 


phone service 








Why Did They invest 
Their Money ? 


They put their money to the 
service of the public only be- 
cause they felt the public would 
allow them a fair return on it. 





How Can Continuing 
Demands Be Met? 


With a fair profit the telephone 
company can hold and attract 
people’s savings for invest- 
ment in the business. 
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The Mardi Gras City 


A FAMILIAR FRENCH QUARTER SC™NE Advance copies of this piece have 
in New Orleans decorates our cover been shown to several readers, and 
this month. The city is buzzing with they wanted reprints. immediately 
activity because of the Mardi Gras for mailing to all salesmen. One 
that takes place there every year company is putting a reproduction 
Other attractions make New Orleans of it in its sales manuals. Others are 
popular as a vacation resort, parish supplying quantities to salesmen to 
seat, industrial center, wholesale give to customers. Reprints of the 
and educational and medical center, editorial can be furnished in quanti- 
as well as a busy seaport. Another ties, but we can handle no requests 
thing we want to call your atten- for one or two reprints. Prices will 
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the ORIGINAL modular office 


RENT-FREE FLOOR SPACE 
use by 
tem, with space 
up to 43% 

WORK EFFICIENCY is 
tific 4-turn working } 
ALL working surface 
without 


reach waste 


JOB-FITTED FACILITIES are 


work station's parti ular 
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craftsmanship devoted 
finished in rich walnut 
GET THE FACTS—use 


List Request 
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business originate 
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Engineering Specialists 
in Office 

Equipment 
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Office Equipment 


Cincinnati 12, Ohio 


'Y 


TECHNIPLAN components ore de- 
signed to true modular standards 


combinations afford 
meet all conditions 


Innumereble 
flexibility to 


Standard partitions avoilable to 


provide full or semi-privacy 


CHECK this LIST for 
wanted information— 
promptly furnished : 
TECHNIPLAN Facts 
Modern Filing Methods 
Visible Record Facts 


Special BIG Papers System 


Check above, attach 
to your letterhead — 
and MAIL—TODAY! 
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Cardineer the revolutionary file 


© Cuts record-handling time over 50% 
® Doubles your clerk's work capacity 


© Streamlined and speeded the office 


routine for thousands of businesses! 


We don't have to remind you about 
the tight labor market under today’s unusual 
business conditions. We do suggest that you can do 
something about it right now a solution that has 
assisted every type of business in the land Cardineer! 
Yes, Cardineer applied to any or all of your 
basic business records (inventory, cost, sales, etc.) will 
noticeably increase the individual work capacity of every clerk in 
othee, and add new efficiency to your entire operation. To get the 
Now! 


complete facts on Cardineer use the coupon below 


Diebold, Incorporated, Mulberry Road, Canton 2, Ohio. Dept. C-1 


Clip Vow For the Profitable Details 


Diebold, Incorporated, Canton 2, Ohio 
| Yes, I'm interested in stretching my office “woman power” Ss 
| ystems 


and would like complete facts on Cardineer without 
RECORD HANDLING 


obligation 


Name itl 
Microfilm © Rotary, Vertical and Visible Filing Equip- 
Company ment © Safes, Chests and Vault Doors © Bank Vault 
Equipment © Burglar Alarms 
Address Factory Branches and Dealers in all principol cities 


City Zone ate ‘ . 
Serving Business for over 92 years. 
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General Motors dealers complain 
about the advertising materials 
they are forced to buy for display 
when new models are shown. They 
also complain about the cost of the 
regional meetings. At one recent 
meeting, each dealer found a very 
gay and fancy suit of clothes in his 
room. He had to wear this suit 
during the meeting. The clothing 
was so gay that no other possible 
use could be found for it. One 
dealer said it was sinful to pay 
$100 for this outfit to wear only 
during the meetings. Perhaps he is 
right. But since they are probably 
the most successful group of 
dealers ever assembled anywhere 
on earth, at any time, we scarcely 
feel inclined to shed any tears over 
the fact that they occasionally 
have to pay for a nylon banner 
they cannot hang in their show- 
rooms. Or that at meetings they 
pay for fancy outfits to give some 
pep and life to what are dull meet 
ings when other companies con 
duct them 


Railroad Executives continue to 
complain that they are being 
starved to death. Which reminds 
us that this is the 85th anniver- 
sary of the loading of the first 
trainload of cattle at Abilene 
Kan. Joe McCoy, a farsighted man 
from Illinois, had one heck of a 
time getting the railroad interested 
in accepting cattle traffic. They 
thought the cattle might tear up 
the then flimsy cattle cars and run 
away, leaving the roads liable for 
the loss of the cattle. One railroad 
president ordered Mr. McCoy to 
leave his office. The indifferent 
manner, shown by some railroads 
toward what might be profitable 
traffic, reminds us that today’s 
railroaders seem intent on carry- 
ing out the early belief of railroad 
men that anybody who wants to do 
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business with them should come ir 
on bended knees and beg for sery 
ice. After Mr. McCoy got his cattle 
buying and loading 
Started it wasn't long until the 
railroads had cattle agents and 
were begging for cattle shipments 


business 


Theodore H. Silbert, president of 
the Association of Commercial 
Discount Companies 
through a study made by Harvard 
Business Review that the spe 
cialized finance companies pumped 
$27.5 billion into the economi 
arteries of the nation by the end of 
1950. Today there are about six 
times as many specialized finance 
institutions as there were in 1926 
with six times as much capital 
doing seven times as much busi 
ness. Their rapid growth is at 
tributable entirely to the economic 
usefulness of the service they 
render. What we would like to 
know is how much of this business 
might have been profitably 
handled by the commercial banks 
if the bankers had been just a bit 
more alert. Banks, it seems, like 
railroads, have always been slow t 
go after new business, and slow t 
change. The banks once turned uy 
their noses at automobile finan 
ing. Now many banks scramble 
to obtain this business. Specialized 
services earn excellent profits i: 
fields where it seems that banks 
might have prospered also. And 
the specialized transport services 
such as oil pipe lines, automobile 
transport for motor cars, and the 


reveals 


host of private truckers seem to be 


handling a vast volume of business 
that the railroads might have held 
had they been more alert te 
changing needs 


Westinghouse Electric Corp. will 
run a 13-week “Get Out the Vote,” 
campaign over CBS networks, be 


ginning in August and continuing 
until the night before election. It 
will offer time to both major pai 
ties and will be nonpartisan. A big 
staff of political broadcasters and 
analysts has been recruited. This 
seems to us to be an excellent 
public service, one which will build 
considerable good will for West 
inghouse. The program includes 
five types of television shows, and 
it will be the first time the major 
political conventions have been 
televised 


Decentralization needs to be 
spread to small business. In the 
big cities there are literally thou 
sands of fairly competent met 
chants, artisans, and service o1 
ganizations that are failing to earn 
a fair return on their efforts and 
investment. Competition is keen 
costs are high, and final returns 
are low. But in the smaller cities 
and towns, retailing is often 30 
years behind the times. All serv 
ices seem pitifully poor, and the 
tools and equipment in use ob 
solete or poorly selected. Several 
hundred thousand small mer 
chants, printers, painters, shoe re 
pairers, picture framers, photog 
raphers, sign painters, carpenters 
small contractors, cabinetmakers 
who are struggling in the cities 
with high rents, high costs, and 
high labor rates, could probably 
double their profits in any of 
America's several thousand towns 
of 5,000 to 20,000 population 


Manufacturers and Wholesalers 
may find it profitable to encourage 
a poor city customer to move to a 
small town and become a good 
customer. For example, we know 
a hotel and restaurant supply 
house that encouraged a failing 
restaurant owner to move from a 
city of 500,000 to a town of 6,000 
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Now it's a fact! Office furniture and equip- 
ment that combines efficiency, comfort and 
beauty—Rock-a-File Modular Office Furniture 
and Equipment. Engineered for efficient use, 
solid working comfort and warm beauty, Rock- 
a-File Modular makes any office a more at- 
tractive, pleasant place in which to work. 
Gone is the old-fashioned, cluttered look of 
unmatched pieces. Rock-a-File Modular units 
desk, file, bookcase, waste receptacle, type- 
writer cabinet, drawer cabinet and shelf stor- 


age cabinet —in wood or steel construction 


are designed to fit available space with the 
maximum in efficiency. Each unit easily con- 
nects to companion units in any desired ar- 
rangement— making a complete and harmo- 
nious furniture layout. 

Everybody, from executives to stenogra- 
phers, will appreciate the efficiency, economy 
of space, comfort and beauty of Rock-a-File 
Modular Office Furniture. Available in steel 
or wood, Rock-a-File Modular steel units are 
furnished with gray or walnut finish; wood 
units in genuine walnut only. 


ROCKWELL-BARNES COMPANY 
Spe alt fs ft [he Stat ner since IQ 


35 East Wacker Drive Chicago 1, Ill. 
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where a good restaurant was badly 
What had been a very 
ordinary restaurant in the larger 
city, became the best, most popu- 


needed 


lar, and most profitable restau 
rant in the smaller city. The 
owner is happy. He is buying more 
from his supply house, discounting 
his bills or paying spot cash, and 
has money in the bank. In the city 
he was perpetually broke, and was 
an extremely bad credit risk. This 
is only one example. We have 
many others. This may be a 
worth-while program for any 
wholesaler, supply house, or manu 
facturer in close touch with cus 
tomers. Take your bad credit risks 
from the big city; encourage them 
to move to a small town. Of 
course, if a man is just plain in 
competent, tricky, or otherwise 
undesirable, he will fail in the 
small town as he has already 
failed in the big city. But there 
are many small businessmen, just 
not quite skillful enough to thrive 
in a big city, who would do well in 
the smaller towns 


Rensselaer Polytechnic Institute 
of Troy, N. Y., and University of 
Houston are cooperating to hold a 
training program for industrial 
personnel executives at Houston 
February 25 to 29. Attendants will 
learn how to fit people into the 
jobs for which they are best suited 
Houston University staff men tak 
ing part in the program are: Dr 
Laurie T. Callicutt, chairman of 
the department of psychology; D1 
Franklin T. Stovall (who will be 
remembered for his article in 
AMERICAN BUSINESS last summer) 
director of testing and counseling; 
and Dr. Ronald F. Wilson, as- 
sociate professor of psychology 
Rensselaer will furnish Harold N 
Chamberlain, director of Rensse- 
laer’s personnel testing laboratory 
and two aids, Duane B. Kent and 
Edward M. Sait. Other visitors 
will include: Harold C. Good, Olds- 
mobile Division of General Motors 
Corp.; William T. Edwards, Ethyl 
Corporation; and Harry Houston 
Allen Dumont Laboratories. In- 
dustrial executives everywhere are 
invited to attend 


Leonard T. Ashbach, president 
of Majestic Radio and Television 
division of Wilcox-Gay Corpora- 
tion, asserts that manufacturers 
will have to “beat the bushes” for 
customers in the coming competi- 
tive period. Sales are not keeping 
pace even with current limited 
production, he says. Well, there 
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are many 
will need to 
beating the b 

of 1952 

Max Hess, that very u 
tailer of Allentown, Pa 
made a speech to the 
Salesmen's Organizatior 
York. During this talk 
manufacturers to stop 
tribution franchises t 
and mobsters. He pointed 
several well-known hoodlun 
made amazing connections 
tribute 
Mr. Hess named nan 

about an important 
tributing franchise giv 

sters in Kansas City. There 
such a stink that the fran 
were canceled. Then 
stink died down, the 
were re-issued to the son 


legitimate 


when 


gangsters. If the whiskey dist 
want another tragic era 
hibition, this is certainly 
to bring it back. Some 
mobile distributors 
cars could stand a li 
cleaning, as well. Mr. | 
ness owes you a ' 

vour frank talk 


Corporate Leaders 
little embarrassment ar 

or decrease in earnings 
compared with 1950. Those 
earnings decreased cal 
some of the best 

panies in America wh 
also dec reased 

powers that be 

seem to consider 


sin to earn a profit, earnings will 


be progressively more difficult t 
achieve. If ever a 
seemed bent on killing the goose 
that lays golden eggs our present 
one is it 


government 


Harold Vance, Studebaker board 
chairman and president, points out 
that a sound and vigorous civilian 
economy is as essential a part of 
the whole scheme of national de 
fense as guns. “It isn't a question 
of choosing 
butter. We must have both, ir 
proper balance, if we are to be 
strong, even in a strictly military 
sense,"” says Mr. Vance I an 
hopeful that as we get further int 
the new year of 1952, the thinking 
of our people in Washington will 
become less emotional and mor 
realistic, with the result thé 
conflicts between 

civilian needs will 

that the production o 


between guns and 


Texas rece 
ring inspection of tomobiles 
law was so badly drawn up 
it Was necessary to postpone 
effective date. Latest word is 
the governor is studying the 
law and may ask that it be en 
tirely redrafted. While the intent 
f the law is unquestionably good 
the drafting of the law itself and 
some of its requirements will 
render it as difficult t 
It is always a 


enforce as 
was prohibition 
little amazing that our legislators 
do not call in business leaders for 
expert help and advice when they 


tart ft regulate business 


Insurance Men 
them have criti 
headline Read 
fore You Pay 
npany sent 
insurance 
for 
notion thi 


trying 
isleading 
windled if he 
print. Our 
that there 
fine print 
Actually 


rn business te dy insurance 
icies more carefully. Case after 
> arises where a man or a com 
pany declares We thought we 
were covered,” only to learn that 
the polic y definitely 
limitations. Our purpose in pub 


stated its 


lishing this series of articles is to 
point out, citing chapter and verse 
that many a business is inade 
juately covered by insurance, some 
of which is available for an amaz 
ingly small sum, considering the 
protection involved 

Tower Belt, who is writing the 
series on insurance, does not sell 
insurance. He is not connected 
with any insurance 
Through his office come hundreds 
iilving some 


company 


f cases each year invé 
misunderstanding about insurance 
many of which have proved costly 
to business. We believe that it will 
t both 


urance 


afford a distinct service 
general business and the 


business as a whole 











John Slezak has a knack for 
boosting people far past the 
level they think they can go 
in the business world. Head 
different 
panies, he keeps tab on 


of three com- 
many people and encour- 
ages them to keep raising 
their sights. This knack ap- 
parently has a lot to do with 
the growth of the three busi 


nesses he now runs so well 





Ae Brings Out 


By Wells Norris 


HEN World War II was over, 
W. former $225-a-month bank 
clerk who had worked with John 
Slezak during the war 
vice president of a large Chicag« 
bank 

Another man, formerly a travel 
joined 


became 


ing accountant who had 
Colonel Slezak's staff during the 
war, is today a top accountant for 
one of the country’s biggest manu 
facturing companies 

Another Colonel 
Slezak'’s wartime staff this time 
a woman had been an educator 
before the war, but she wanted to 
try something else when hostili 
ties ended. Colonel Slezak told her 
she had all the basic abilities for 
personnel work, and he offered to 
match his time with hers, teach 
ing her the fundamentals of the 
field. Today she is personnel head 
at a well-known company 

Some of Colonel Slezak's own 
employees can be singled out as 
examples of people who are mak 
ing great strides under his dire« 
tion. One is a young man in his 
twenties, already a_ top-ranking 
executive, and another, an execu- 
tive who haunted employment 
agencies years ago be 


person on 


several 


cause he did not know what his 
goal was 

All these people bring out a 
point that cannot be stressed to 
much, according to the Colonel 
That the biggest resources can be 
found in people themselves, and it 
is simply a matter of digging out 
from that resource 

Colonel Slezak apparently has 
the knack of helping people un 
earth their latent talents, for 
there are many other persons who 
feel indebted to him for their 
places in the business world today 
“There is no magic formula,” he 
said. ‘Anybody else could do the 
same thing by using the same ap- 
proach to the matter 

While he makes it sound simple 
there is much more to be said 
about Colonel Slezak’s adeptness 
at developing young people. First 
of all, he knows people well 
enough to have complete confi 
dence in his ability to judge them 
Once a man has been singled out 
as having great potential ability 
the Colonel gives him thorough 
grounding in fundamentals. The 
details or techniques of carrying 
out the job are merely incidental. 
Too, Colonel Slezak makes no at- 


TWO: Kable Printing Company added Colonel! Slezak to its staff as director and chairman of the board in 1947. He 
* had built up a reputation for himself by the methods which he employed in bolstering Turner Brass Works 
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tempt to change anyone to suit 
himself, leaving his ‘‘charges” to 
develop in their own way 

How does one man manage to 
know so many people? How can he 
spare the time from his work t 
learn so much about people? 

For Colonel Slezak, people are 
his work, particularly the men 
and women who work for him 
and there are quite a few in his 
employ. He is chairman of the 
board at Kable Printing Company 
Mount Morris, Ill.; president of 
Pheoll Manufacturing Company 
Chicago; and president and chair 
man of the board of Turner Brass 
Works, Sycamore, Ill. There are 
approximately 1,200 employees at 
Pheoll; 1,300 at Kable; and 300 at 
Turner. 

The human _ element, said 
Colonel Slezak, is most important 
in any business, and the thing that 
interests him most. He delegates 
authority at all three companies 
and never bothers with the details 

There are duties an executive 
cannot delegate, however, and it 
is those he stresses. An executive 
cannot delegate to somebody else 
the important task of meeting a 
new employee. “You can't appoint 
a man to go out and shake another 
man’s hand,” he said, and so 
Colonel Slezak makes a point of 





ONE: Turner Brass Works was the first company John Slezak headed, taking 
. 


it over during the depression 


meeting aS many new empl 
as possible 

Just recently, for example 
a new employee was hired in 
medical department at one ¢ 
companies, the Colonel stopped i: 
introduced himself, and had a 
short chat. He 
trips through his three companies 
stopping here and there to talk t 
workers, many of whom call hin 
‘Colonel,” or “John.’ 

John Slezak generally spends 1 


makes periodic 





after working at Western Electric 


; 


lay a WeeK at 
plants, usually talking in his vari 
ous offices with two or three 
These 


each of the three 


workers from each plant 
talks in his office, of course, are in 
addition to the brief conversations 
arried on as he makes his rounds 
through the plants 

Never hesitating to tell a work 
er, “Come in my office and let's 
have a talk,” Colonel Slezak finds 
such visits mutually beneficial. He 


finued page 41 


THREE: Pheoll Manufacturing Company is the latest business to come under the scrutiny of Colonel Slezak. He be 
. . 
ame director and chairman of the board at Pheoll in 1948, and one year later was made its president 
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Scene (right) shows the north shore 
of Jamaica where bauxite is loaded 
nto ocean-going ships. The returning 


ships bring crude oil for power plant 


E aim to put back more into 
Wl scene than we take out 
This quotation from Richard 5S 
Reynolds, Jr., young president of 
Reynolds Metals Company, ex 
plains why the company, in 2 
years, has become Jamaica's lead 
ing raiser of fine cattle, its most 
advanced agricultural experi 
menter, the most active and en 
thusiastic school for training 
Jamaicans in high-paying indus 
trial skills, and sponsor of the 
most progressive labor agreement 
ever written on the Island 

In 1942, Sir Alfred H. D’Costa 
1 wealthy Jamaican, wanted to 
know why so little good grass 
could be grown on his cattle pas 
tures. He sent a soil sample to 
England. “Forget 
grow airplanes,” the 
chemist advised The sample 
showed bauxite. Subsequent sur 
veys indicated areas holding 320 
million tons, the world’s largest 
single deposit. 

To his surprise, Sir Alfred found 
that the great aluminum com 
panies of England and Canada 
weren't too excited about his dis 
covery. There were still vast de 
posits in British and Dutch 
Guiana. But when Nazi subs began 
to sink American bauxite carriers 
off South America we lost more 
than 100 ships there Reynolds 
Metals, America’s then newest 
aluminum — producer was con 
vinced that we ought to have an 
other supply much closer to the 
United States mainland. Jamaica 
for example 

After the war, Reynolds’ chief 
counsel, Walter Rice, found that 
Marshall Plan funds could be used 
to develop foreign sources of 
strategic minerals. The company 
got a loan from ECA of $11 mil 
lion. It put up $4.5 million of its 
own money. The loan was to be 
repaid, with interest, in the forn 
of aluminum ingots delivered to 
the Munitions Board, our only 
stockpiling agency. The day _ the 
January 


1 chemist in 


ZTAass, 


agreement was signed 
24, 1950, we had less than a day's 
supply store kpiled 

Young Reynolds had studied the 
sad experiences of various large 
firms in tropical countries. He 
knew that gross exploitation of 
native workers was self-defeating 
Establishment of rigid color and 
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Yankee Management Fight 


casie lines for employment was 
explosive—and costly Discreet 
payoffs to influential local politi- 
inevitably became open 
blackmail. Attempts to suppress 
native unions led to sabotage 
Limiting the use of native hands 
to unskilled work meant creating 
no reservoir of skilled workers for 
the future. And failing to integrate 
the firm into the life and economy 
of the country meant that sooner 
or later it would become a target 
of expropriation when a virulent 
anti-foreign faction got into 
power. In short, he saw why all 
the evils of shortsighted foreign 
exploitation had been producing a 
crop of blazing headlines for 
years from Latin America to Iran. 

Owning or leasing some 50,000 
acres, much of it cattle and farm 
land, Reynolds knew that the cor- 
poration couldn't escape becoming 
an important influence in Jamaica 
But there was something more 
One night in Kingston he found a 
Communist leaflet against the 
coming of the “capitalist-imperi 
alist Reynolds company.” 

He took it as a personal chal- 
lenge. “When the Reds talk about 
capitalism, they refer to a system 
in operation around 75 years ago 


clans 


Sure capitalism had, and still has, 
its weak points. We could get into 
the aluminum business only by 
taking some hard swipes at one 


weak point—monopoly. But the 
fact remains that, small as we 
were, we were able to break in 

“You can't call it a guiding 
philosophy because it just wasn't 
anything that formal, but that 
night in Kingston I knew the three 
conditions we'd have to operate 
under in Jamaica. We'd have to 
make money. We'd have to get the 
Jamaicans to trust us and like us 
And, most important, we'd show 
them that we really were putting 
more back into Jamaica than we 
took out.” 

Reynolds brought in Bill Cole, a 
lanky, dry-humored engineer, to 
supervise the entire Jamaica 
operation. Mr. Cole had been in 
charge of the Reynolds mining 
work in Arkansas. Soon aluminum 
towers, up to 122 feet high, began 
marching in array over the hills 
and valleys as supports for the 
vast 6-mile overhead bucket con- 
veyor system that was to bring 
the bauxite to the sea. A huge 
power plant and treatment center 
sprouted. Office buildings, labora- 
tories, storage warehouses came 
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Rich in bauxite, Jamaica was poor until Reynolds Metals 
began developing the mines, and the people, and the 
island's many potential sources of wealth. Now the still 
beautiful island flourishes with happy, prosperous people 





By Murray Teigh Bloom 


alive in remote Jamaica fields. And 
a huge new pier was begun inside 
the reef-protected harbor at Ocho 
Rios. 

Less than 100 acres of the huge 
holdings, Mr. Cole knew, would be 
mined at any one time. Even there 
the topsoil would be carefully re- 
moved before the draglines and 
steamshovels took their great bites 
into the reddish Jamaica bauxite. 
But why leave all the rest of the 
acreage idle? Mr. Cole hired thou- 


enthusiastic Scot, explained it this 
way: 

“A tree gets most of its food 
from the air. Just think of all the 
fine trees we have that grow food 
Avocadoes, cocoa, breadfruit, nut 
meg, bananas, and 30 varieties of 
citrus. Why, man, with enough 
food forests planted no Jamaican 
need ever go hungry.” 

That’s a long-range plan, of 
course. For a quicker cash crop 
Mr. Cole is getting 1,000 acres of 


overty in Jamaica 


sands of Jamaicans to clear the 
weed-choked land. Then he an 
nounced that quarter-acre and 
half-acre sections wouid be leased 
without charge to anyone who 
wanted to grow food. Also, the 
land would be plowed free of 
charge by Reynolds tractors. 

The response was meager. The 
Jamaicans were suspicious. M1 
Cole discovered that they did not 
know what plowing was. He 
promptly set up plowing demon 


strations in different parts of the 


island. Properly worked, even a 
quarter-acre can yield the bulk of 
the food needs of a Jamaican 
family of four. There are now 
more than 500 families working 
plots on the company holdings. 
Some areas, particularly the 
sides of steep hills, aren't work- 
able at all. For these places Mr 
Cole and Keith Coxe, the Reynolds 
farm manager, are betting on 
“food forests.”” Not long ago, on 
one of those very hillsides sur- 
rounded by flowering acacias, Mr. 
Coxe showed me his first ex- 
perimental “food forest.” In an 
acre of untillable soil Jamaicans in 
incredibly faded denims and 
homemade sandals were planting 
trees. Mr. Coxe, a lean, bouncy, 
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castor beans under way; black 
clad castor beans can be spotted 
growing wild all over the property 
Castor oil, badly needed for jet 
engines, sells for $300 a ton 
Sooner or later, most Jamaica 
hotel keepers tell you about their 
meat problem: How all good meat 
must be imported from Canada or 


Australia because local cattle are 


so poor. Cattle raisers, in turn 


blame low meat prices, which give 


n no incentive to produce bet 
ter cattle or keep their grazing 
ands in good condition. When Mr: 
Brahman cattle 
improve the 
acquired as it 


li 

Coxe ordered 
from the States to 
Reynolds 
farms and 


breeds 
bought out 
lands, he was laughed at by every 
cattle raiser in Jamaica. But now 
after a year of cattle operation 
Reynolds has become the largest 
cattle raiser in the West Indies 
with some 6,000 head. Two years 
ago, if an animal yielded 460 
pounds dressed, the owner con 
gratulated himself. Today, Rey 
nolds farms turn out 610 pounds 
dressed. Before the end of 1952 
the mining company will supply 
more than a fourth of the com- 
munity’s total meat supply 

Fresh water has always been 
one of Jamaica's problems. The 
honeycomb nature of its limestone 
soil lets rain water seep far down 
Most of the island is dependent 
upon cisterns or community water 
holes. When the holes go dry 
water must be trucked in at great 
expense. 

The village of Orange Park, 
which abuts on Reynolds property 
was one of those waterless vil 
lages. Mr. Cole had an idea and 
talked to the village elders. “If 
Orange Park people will dig, we'll 
supply the masons and concrete to 
make you a fine new catch basin 
for rain water.” The villagers 
agreed 

“Sure,”” Mr. Cole mused as we 
watched them, “we could have 
done the whole job. Just a few 
hours’ work for a bulldozer and we 
would have been Lord Bountiful 


grazin, 


Continued on page 44 


Main hopper and underground con 
veyor (left) under construction. Baux 


ite must cross rugged terrain (below) 
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The stenographic-transcribing-typing department at Atlanta's Aetna Casualty and Surety Company is a straight-line 


production unit which serves all other departments in the office. Edison and Underwood office equipment is used 


pttlania Branch of pbetua Casualty and Surety 
Company Handles big Volume at Minimum Cost 


Filing department (in background) checks all applications From filing department the papers go to the underwriters, 
to ascertain if applicant is previous or present customer who weigh and study the risk and then set rate for policy 
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b) chedule By Eugene Whitmore 


O* the morning of November 
16, 1951, an AMERICAN Busli- 
NESS reporter visited the office of 
Aetna Casualty & Surety Com 
pany at Atlanta, under the gen 
eral management of Alfred G 
Trundle. That morning the proper 
department was sending out re- 
newal policies of expirations which 
would occur on January 17, 1952 

It is customary to send out re 
newal policies 60 days in advance 
Thus the office was 1 day ahead of 
schedule. And from what we could 
learn and observe, that is about 
the usual way this office operates 
in all departments. 

A great deal of planning, short- 
cutting, and_ simplification has 
gone into the development of this 
Atlanta office, which handles 
Aetna casualty and surety busi- 
ness for its 250 agents and 6 sub- 
offices in Georgia, Florida, Ala- 
bama, South Carolina, and part of 
Tennessee. 

There are 135 people in 10,500 
square feet of space, but the area 
is so well-arranged that the 78- 
square-feet per person does not 
seem crowded. With desks in a 
row, all work flowing in straight 
lines from the mail room, through 
the different departments, and 
then back again to the mail room, 
a large volume of work is handled 
with dispatch, accuracy, and a 
minimum of waste motion. 


A central calculating department picks up the ‘apps’ and 
prepares them for policy writing and billing departments 
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Wakefield 
lighting 


Celotex ceilings 
Grenadier fluorescent 
units, GR aluminum 
chairs and metal desks, and many 
other modérn features combine t 
create a working atmosphere 
which is likely to increase produ 
tion. For example, when the new 
high-level lighting (about 60 foot 
candles) was installed Hug! 
L. Quarles, Jr., superintendent of 
accounts and office 
made a careful check and came uj 
with the estimate that productio: 
increased as much as 20 per cent 
as a result of the better seeing 
conditions. 

Another feature is good house 
keeping. Carefully arranged 
equipment, no overflowing waste 
baskets, meticulously clean floors 
a general air of careful “policing 
and neat stockroom—all add to the 
productiveness of the office 

A large volume of correspond 
ence is handled on 28 Ediphone 
dictating units, 3 of which are 
portables, used by safety engineers 
and claim adjusters while away 
from the office. There are 8 tran 
scribers for the 28 dictating ma 
chines. Underwood manual type 
writers are used. 

A central calculating depart 
ment using Monroe and Marchant 
calculators handles all rate figur 
ing, does the extensions and add 
ing for the billing department, and 


supervisor 


posture 


rm lating and 
counting 
A typical routine for 


the large volume of casualty in 


handling 


starts with 


surance applications 
' 


the mail room, where incoming 
mail is opened mechanically 

From there, the mail is sent 
lirect to the filing department 
where a quick search is made to 
determine if the applicant has 
ther insurance in force or if he 
has ever been insured by the At 
lanta office of Aetna. From the 
filing department the applications 
go to the underwriters, who rate 
(price) the insurance being ap 
plied for; then to the calculating 
department where all 
calculated and extended 

From the calculating 
the application goes to the 
matching desk, where all the 
necessary forms are attached to 
the application, such as the cus 
identification card and 
any riders or other papers to be 
attached to the policy 

Then the policy is ready to be 
written. The policy writing de 
partment makes Aetna policies on 
a four-part snap-out Moore Busi 
ness Forms set. The original goes 
to the insured, the duplicate to 
the Atlanta file department, the 
triplicate to the home office, and 
the quadruplicate to the agent who 


rates are 


depart 
ment 


tomer s 


{ f 4 purge 


Another view of Aetna Casualty and Surety's transcribing 
department, showing the clerks and typists (foreground) 
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By John A. Jones 


John Jones employee pa- Director, Publications and Publicity, Weirton Stee| Company 
per at Weirton Steel, in its 
eighteenth year of contin- S the big Constellation turned policies and direction—will turn 
; ; back from a scheduled non- back—-without telling employees a 
vous publication, has been stop flight to Chicago, no one thing about it until they hit the 
° ° seemed frightened or resentful of ground. 
singled out many times by the delay, or the missed connec And sometimes the landing is 
the National Safety Council tions this would mean in Chicago rough, and the company is 
We were in possession of the facts “grounded” for a long time, and 


and by industrial editors’ and we knew what the Captain people are out of work. Under 

. was doing was the only sensible such circumstances, employees are 
groups for its excellence. In thing. The action of an airline resentful and distrustful of man 
crew in taking the passengers into agements that failed to take them 
their confidence and giving them into their confidence. When the 


this story, the author tells 


why many company publi- all the facts, quickly and accu mill whistles blow again the men 
rately, is so obviously the right will go back, but they'll still be 


cations fall short of their thing to do that no one questions sore. 
it This demoralizing situation, it 


mark, and he offers . 
P sugges Yet many managements fail to can be seen, is the direct result of 


tions for their improvement follow this simple example in com- a breakdown in employee-em 
munications and human relations ployer communications. It is a step 


Many times a company will change in the direction of class conflict 
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out of which might come the fail 
ure of collective bargaining and 
the death of free enterprise. 

The alternative is making our 
free social system work to the 
greater dignity and benefit of the 
individual. In this effort the com- 
pany publication or house organ 
can render valuable service. It 
sets up a direct channel of com- 
munications between management 
and labor. Mutual understanding 
and teamwork follow in_ that 
order. 

A lot of type has gone into 
the hellbox since the first house 
organs—court circular papers 
were published during the Han 
Dynasty in China 2,000 years ago. 

Today the employee publication 
emerges as a major tool of indus- 
trial and public relations. Its 
tremendous accomplishments _ in 
bringing about a better under- 
standing of the American way of 
life are recognized and acknowl- 
edged by management men. 

The once lowly “house organ"’ is 
an indispensable part of any 
modern business organization. It 
may take the form of a humble 
mimeographed sheet, a slick paper 
magazine, a tabloid newspaper, or 
a monthly plant newspage in the 
community newspaper. It may 
cost a few dollars for an entire 
year or $50,000 for a single issue. 
In either case it is a social neces- 
sity. That is because management 
owes it to the community and its 
employees to keep them informed 
on company policies, progress and 
performance—and to keep them 
informed in writing. 

Top management is aware of the 
fact. That makes it seem all the 
more incredible that hundreds of 
cost-conscious, quality-rated com- 
panies should tolerate inferior em- 
ployee publications put together 
by incompetent help. It is a waste- 
ful and costly extravagance. 

Despite some false starts and dis- 
appointments, management must 
recognize that a soundly edited 
employee publication is the logical 
way to carry on an exchange of 
information and confidence with 
employees. It is a two-way street. 
Information travels in both direc- 
tions. And knowledge comes be- 
fore loyalty—a fact we learned 
long ago in the Weirton Steel 
Company. Result No. 1—-We have 
a good information program. Re- 
sult No. 2—We have not had a 
strike of any kind in over 18 
years. 

Approximately 6,000 American 
industries and businesses, includ- 
ing 150 leading daily newspapers, 
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are spending $100 million a year 
on employee publications and 
other forms of house organs. The 
circulation runs to a fantastic 50 
million copies per month. It is a 
big business. It should pay off in 
better labor relations, increased 
productivity, and a better under- 
standing of the American business 
system. 

The editor of one of America’s 
outstanding business magazines re 
cently said that in his opinion 
the average employee publication 
is: 

1. Too preachy 

2. Lacking in sincerity. (For ex 
ample, the president's message 
written by the editor.) 

3. Poorly planned and 
graphically hideous. 

4. Edited solely from a man 
agement viewpoint. 

5. Lacking in good reporting 

“Most companies and a_ vast 
majority of industrial editors. ap- 
parently issue a publication out of 
habit, or simply because it seems 
to be ‘the thing to do,’ and have 
no clearly defined constructive 
purpose other than keeping the 
employees informed about what 
other employees and the company 
are doing,” James Limner, an ex- 
perienced industrial editor, says 

The Chamber of Commerce of 
the United States has made an 
outstanding contribution to the 
cause of industrial journalism in a 
book issued as a part of their con- 
tinuing American Opportunity 
program. The title of this book is 
How to Tell Your Business Story 
in Employee Publications. 

The Chamber lists the following 
10 objectives for employee publi 
cations dedicated to the task of 


typo- 


“Weirton Stee! Bulletin 

Founda- 
tion's award 2 years in a 
row. In 1949, John Jones 


won Freedoms 


(right) received the award 
from General Eisenhower 


bringing about a better under- 
standing of the American eco 
nomic system. They are: 

1. Interpret company policies to 
employees 

2. Keep employees informed 
about new company plans and de- 
velopments 

3. Promote employee coopera 
tion and loyalty through better 
understanding of company prob 
lems 

4. Explain the financial struc 
ture and operation of the com- 
pany 

5. Expose rumors that 
misunderstanding 

6. Nullify harmful propaganda 
from anti-business sources 

7. Promote an employee-com- 
pany family concept of mutual 
aims and interests. 

8. Build a favorable attitude to 
ward the company on the part of 
wives and children of employees 

9. Foster friendly press rela- 
tions 

10. Build community good will 
for the company 

In other words, if an employee 
publication is effective, it should 
help to improve employee rela 
tions; maintain industrial peace; 
encourage productive labor; stim 
ulate ambition; build morale; ex 
press recognition of work well 
done: give employees the economic 
facts of life; and speak up for 
America 

After you have caught your 
breath you will realize that this is 
a big order. You can’t expect a 
young man drafted from the tool 
room or a young lady sent over 
from stenographic to sit down and 
edit a publication that will help 


Continued on page 47) 


breed 














Negligence and 


Product 


Create Costly Liabilities 





Courts are often quick to assess damages against any com- 


pany whose employees can be proved negligent. Or, should 


your product fail and hurt somebody, there is almost sure 


to be a damage suit. Does your insurance protect you 


against these hazards? Probably not. Better check this report 





By Tower Belt 


r requires little, if any, imagina 
: tion to picture property damage 
claims as the result of the opera 
tion of automobiles, buses, trucks 
aircraft, and other 
vehicles that build up a “destruc 
tive power” in their normal use 
The collision of a gasoline truck 
and a passenger train in Michigan 
> or 3 months ago, resulted in a 


streetcars 


major destruction of property as 
reported by the news services. The 
Chicago streetcar and = gasoline 
truck which collided involved a 
significant property loss and, of 
course, a much larger loss of life, 
including personal injuries. A pot 
tery truck wrecked a passenger 
train near Chicago only a_ few 
vears back 

These accidents make the head 
lines and raise a question, in the 
minds of many, as to the liability 
of the person or firm responsible 
and the probability of the respon 
sible party's being protected with 
adequate insurance. In fact, there 
is rarely a session of any state 
during 
pressure is not evident to require 
compulsory automobile bodily in 
jury and property damage liability 
insurance 

Likewise, a fire or explosion, al 
though the damage is low, will be 
of headline importance; the news 
paper account will indicate the ap 
proximate extent to which insur 
ance was provided and the publi 
dismisses the event as being closed 

Recently however a small 
manufacturer was not allowed to 
forget the fire on his premises. A 


legislature which some 
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small open dip tank was used in 
the manufacturing 
painting, and some steel welding 
was done nearby. The jury and 
appeal court were convinced that 
a spark from the welding process 
had fallen into the tank causing 
the fire, which had damaged the 
property of the tenant next door 
to the extent of $55,000. It was 
also decided that the manufac- 
turer was negligent, so the neigh- 
bor was reimbursed for the 
$55,000 loss 

The neighbor probably first col- 
lected his loss from his insurance 
companies and they brought suit 
against the manufacturer. In al- 
most all insurance policies, the in- 
surer is entitled to pursue the 
legal rights and remedies of their 
policyholder against the person or 
firm (called a tort-feasor) through 
whose 
curred; this is known as the sub- 
rogation clause. The manufacturer 
most likely had no_ Property 
Damage liability insurance, or, at 
best, had a limit of $1,000 

Another example of this type of 
loss was that of a fire which 
originated in the kitchen of a res 
taurant and spread through the 
hood over the stove and vents 
therefrom, to other parts of the 
building. The owner of the res- 
taurant was held liable for the 
loss to the other tenants 

When a kiln in a porcelain fa 
tory was “charged” during the 
early morning hours and the night 
watchman left the plant unat- 
tended, a fire originating from the 


process for 


negligence the loss oc 


Failure 


overheated kiln spread to the 
plant of a neighbor. The courts de 
cided that the neighbor could col 
lect his substantial damages due 
to the negligence of the watchmar 

A retail merchant was held to be 
negligent when paper and other in 
flammable material stored too near 
the furnace door caused a fire 
originated from a spark, which 
spread to an adjoining store 

An accumulation of trash in the 
yard was decided to be the cause 
of a fire that destroyed the barn 
on the adjoining lot. The owner of 
the barn was awarded a judgment 
against his neighbor. 

Normally, one does not think of 
a building moving, and 
quently a property damage claim 
for this cause is not anticipated 

However, there is one case in 
which a building placed on an in- 
secure foundation collapsed, ig 
nited, and destroyed adjoining 
property. The owner was held 
liable for his negligence in the 
construction of the building 

A gas-heating unit which was 
installed in the attic of a dwelling 
in a southern city developed a 
leak 39 hours after the ‘“com- 
pleted” installation, causing a fire 
for which the contractor was held 
liable for $9,000. This loss would 
be covered by Completed Opera 
tions Property Damage liability 
insurance as reviewed in the 
January issue. The dwelling owner 
collected from his insurance car 
riers, and they, in turn, subrogated 
against the contractor 

A dwelling worth $3,000 was 
destroyed by a roof fire believed 
to be caused by a woodworking 
factory smokestack 300 feet 
away. The owner recovered his 
loss from the factory owner 

A contractor did some repair 
work to the steel in a warehouse 
used for the storage of wrapping 
paper. His employees borrowed an 
oil-soaked tarpaulin to protect the 
paper near the point where weld 
being done. A_ spark 
started a fire in the tarpaulin, and 
the contractor was liable for 
$4,500 as damages to the paper 
and building 

Another contractor installed an 
additional fuel oil storage tank in 


conse- 


ing was 
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the basement. Three employees 
were completing the connections 
between the tanks and the furnace 
when a violent explosion took the 
lives of all three and did $5,000 
property damage. The benefits to 
the dependents were paid by the 
employer's Workmen's Compensa- 
tion insurance, but Property Dam- 
age liability insurance was not 
provided to pay the judgment for 
$5,000. 

A manufacturer of animal food 
sold some pellets to a_ sheep 
rancher. When a number of sheep 
died from eating the pellets, the 
manufacturer was liable to the ex- 
tent of $7,700. Products Property 
Damage liability insurance would 
apply. 

Liability insurance policies, as 
shown in the December and 
January articles, usually cover 
only small segments of the tort 
liability field. There are many 
types of policies, each based on 
certain hazards, such as premises 
elevator, products, automobile, and 
the like. In turn, each type covers 
either bodily injury or property 
damage. Bodily injury applies to 
death or injury of a human being 
Property damage includes animals 
and any other kind of property. 

Such things as glasses, glass 
eyes, dentures, and artificial limbs 
are property and not within the 
bodily injury cover. Should a for- 
eign substance in a candy bar 
break a natural tooth, the injury 
would come within the bodily in- 
jury segment, but if it were an 
artificial tooth, it would come 
within the property damage seg- 
ment of Products liability. 

One thinks of bodily injury 
products liability in connection 
with soft drink bottlers. Such a 
bottler, who installed a vending 
machine in a company, is present- 
ly being sued for $100,000, It is 
claimed that a defect in the electri- 
cal system was the cause of the 
fire that destroyed the premises in 
which the vending machine was 
used. 

In another case, a new farm 
tractor was the cause of an explo- 
sion loss, due to a defective valve 
controlling the flow of butane gas 
to the motor. A property damage 
claim is being made against the 
tractor manufacturer and, in turn, 
the valve manufacturer, for 
$90,000. Bodily injuries of some 
$2,000 were also involved. 

The foregoing case histories in- 
volve negligence in the origin of 
the fire or the like. Liability may 
also attach, due to failure to use 
reasonable precaution to extin- 
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IF YOUR NEGLIGENCE STARTS A FIRE 


It cost one company $55,000 damages because a tank of paint, 
left uncovered, was ignited by a welding spark. An oil-soaked 
tarpaulin, left on the job by employees, cost a contractor 
$4,500. An improperly wired soft drink vending machine was 
the cause of a $100,000 lawsuit. 


A defective valve in a farm tractor brought a claim against the 
manufacturer for $92,000. 


When an animal food manufacturer's pellets killed sheep, he 
was sued for $7,700. 


In most of these cases, there was no insurance to protect against 
these losses. You will want to give your insurance coverage a 
thorough study after reading this report. It is the third of a 
series in which all manner of insurance protection is discussed 


guish or otherwise prevent tl mitt © burn for 30 minutes be 
spread of a fire fore any constructive effort was 
A land owner used dynamite t made to extinguish it. The owner 
blast a stump and started a fire f the yard and factory was held 
Since he made no effort to extir liable for the destruction of the ad 
guish the fire, he was liable f coining buildings 
damage to a valuable tract However, the courts do not re 
timber nearby quire the impossible, or the un 
In another case, a fire in 
yard adjoining a factory was 


reasonable from anyone. Recently 


Continued on page 
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HERE is no management func 

tion which is not recorded on 
paper. Therefore, an analysis of 
the paperwork performed in a 
business operation offers a wonder 
ful opportunity to make a critical 
inalysis of all business activities 
Less than 10 per cent of the 
forms used in business are ac 
tually bought in large enough 
juantities to make their initial 
ost important. The other 90 per 
ent, although used in variable 
hundreds or thou 
probably 60° to 


juantities of 
sands, represent 
70 per cent of all clerical record 
ng operations 

The logical conclusion would be 
that all types of forms, regardless 
analyzed 
to determine their real purpose 


f their use, should be 
ind need 
Few executives in an office know 
Annie Doaks 
Smith 
three 


what hand records 
keeps. Her neighbor, Joe 
probably fills out two or 
forms a day which are later ac 
umulated into reports, but no one 
really 


nows if these reports are 
necessary, or could be gotten up as 
i by-product of another operation 
(iften these records are kept on 
which cannot 


ugh a duplicating 


hand-ruled 


be controlled thre 


papers 
department Such records are 
maintained for the sole benefit of 
the individual clerk, and contribute 
nothing to his ot oductivity 
They may enable the clerk to an 
swer a question without referring 
to a file or information 
in another department 
To overcome such 


avaliable 


tices, it is important 


1S 


forms analysis concern itself with 
all records, reports, and postings 


performed by clerical employees 
not only with a few large forms 
purchased in quantity at great 
expense. 

According to dictionary defini 
tions, control means to exercise a 
directing, restraining, or govern 
ing influence. A great deal has 
been written about forms control 
However, sufficient material is not 
available on analyzing business 
forms. This is especially unfortu 
nate, since such an analysis would 
give the fundamental knowledge 
required t 
control 


exercise any forms 

Let's consider a form as being 
any printed, duplicated, or repro 
duced piece of paper having blank 
filled in either by 
hand, typewriter, bookkeeping ma 
chine, or duplicating machine. This 
fill-in space distinguishes the forn 
from all other 


spaces to be 


printed business 





matter, such as manuals, pan 
phlets, and advertising material 

Only one signature is usually 
required to requisition a supply of 
business forms, but it takes about 
seven signatures to receive, check 
voucher, and pay the vendor's 
invoice, 

Visualizing that $70 worth of 
forms represents about $900 worth 
of clerical labor, it should be neces 
sary to have seven authorizations 
for the purchase and only one for 
the payment. This would be more 
in proportion to the values ir 
volved in the transaction 

The cost of the printed form is 
usually only 7 to 10 per cent as 
great as the cost of the clerical 
labor required to complete it. For 
example, a 10-part purchase order 
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form might include 9 copies to be 
retained within the organization, 
which means distributing 9 copies 
their perusal by 9 persons, and 
then filing the 9 copies in different 
locations. Reducing the number of 
copies necessary would not only 
decrease the cost of the form, but 
also substantially decrease the 
amount of clerical help needed for 
its completion 

A forms analysis can be made 
either by someone who has gained 
sufficient knowledge of forms de- 
sign through practical experience 
or by any person using a checklist 
to help evaluate the design of a 
new form or one already in use. 

Such a checklist of the questions 
which cover the most vital phases 
of forms analysis follows for your 
convenience. Ask yourself these 
questions about each of your 
forms: 


1. What is its general purpose and 
use? 

If this question is not easy to 
answer, something may be wrong 
with either the procedure or the 
design. Be sure to indicate all 
functions performed by the form 
This will reveal any weakness in 
its distribution or operation. Such 
a falling-down in procedure may 
better be handled by the systems 
and procedures department than 
by forms control, depending en- 
tirely upon the internal setup of 
your company. 


2. Are any other forms used in con 
junction with this? 

What is the source of the in 
formation contained on the form? 
Where will this information be 
used? This is very important. 


3. Is the form absolutely necessary? 

When one firm asked this ques 
tion about an invoice form, quite a 
humorous conversation ensued, as 
obviously invoices must be sent for 
merchandise delivered. However 
there are hundreds of forms in use 
where the need is not so obvious 


Try the negative approach: Wha 
would you use if this form were 
not available? Perhaps something 
better will suggest itself. It isn't 
wise to ask this question of the 
form's author. He will naturally 
fight any change in his brair 
child. Salesmanship m 

quired to convince the 

need for a better form 


4. Can some other form be used 


This may not reduce the pape 
work involved, but it might reduce 
printing costs and 
convenience of stocking 
types of forms. Where 
divisions of a company use dif 
ferent forms for timekeeping and 
recording costs, it might be pos 
sible to modify the design to suit 
the needs of all with one form 


possible ir 
several 


several 


5. Can this form be combined 
another? 


forms are used in conjunction with 
it?’ may often indicate the pos 
sibility of combining forms. These 
forms may include copies fol 
several purposes or a section fol 
several purposes, such as a job 
ticket with piecework tickets at 
tached whose functions ultimately) 
tie in with payroll and may have 
little to do with job instructions 


6. Can the form be used less fre 
quently? 

Naturally it is less expensive to 
use a form once a week instead of 
ynce a day, or once a day instead 
of for every transaction, if this is 
possible. A form may be used to 
record single transactions when a 
group of transactions could be 
recorded. An example of a mul 
tiple-use form is a voucher check 
Several invoices from one vendor 
can be recorded on the voucher 
part, the total amount due for all 


This is the first in a three-part series of articles concern- 


ing business forms and how they can be analyzed to 


save money. The author, a well-known systems analyst, 


has divided his story into 32 steps, discussing each from 


every angle, to be listed in chart form later 


Would making another copy 
eliminate the need for a separate 
form? For instance, could an extra 
copy of a purchase order be used 
as a receiving notice? The answer 
to question No. 2, “What other 


\M wire you! 


compieo sy Richard Neumaier 
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listed becoming the 
amount of the check, which is a 


part of the voucher 


invoices 


7. Are all copies of form or report 
required? 
Many have found 
that many copies of reports and 
forms are 


mental 


companies 
unnecessary. Govern 
agencies, especially, are 
well known for their mass distri 
bution of copies 

Salesmanship on the part of the 
person making the analysis can 
secure the cooperation of the re 
cipient. Explain that extra copies 
are costly and that the informa 
tion is available elsewhere. A very 
large bank wanted to test the need 
for a special monthly report dis 


Continued on page 51 
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Cotton picked from the fields is ready to go into the gin for the first processing step. Anderson-Clayton owns 147 


cotton gins in various cotton-growing areas 


but the company gins only a small part of the cotton it buys and sells 


anagement for Growth 


PART TWO 


Anderson, Clayton & Co. 
is the world’s largest 
buyer and seller of cotton. 
The final installment of a 
report which shows how 
policies laid down early in 
the company’s history 


have kept it growing faster 


than any other factor 


in world cotton trade 


~~) 


Six policies are believed, by observers 
and the management, to have been mainly 
responsible for the company's steady 
growth until it reached the billion-a-year 
bracket at the end of its fiscal year ending 
July 31, (951. In this section we discuss 
the remaining four basic policies and at- 
tempt to show what part these policies 
played in the company's growth. 


It 
Old-timers with the company 
leclare this to be a cardinal and 
najor policy of the company. It 
ould be just a nice motto to use 
in advertising, or to hang up be 
hind a desk 


The sale of all raw materials 
especially those traded in on the 
commodity exchanges, often results 
in heavy losses to either the buye! 
or seller. The “survival of the 
fittest’ rule hangs on in commodity 
trading with amazing tenacity. The 
theory is that weak people should 
not “play the market,” and that if 
you catch somebody in a tight 
corner, push your profit opportunity 
to the furthest point, no matter 
how badly somebody else may be 
punished. Trading on the cottor 
market is not boy’s play. But the 
most critical observers of Andersor 
Clayton believe that the company 
attempts to live up to its policy 
of a mutual profit on all trans 
actions to the fullest extent of its 
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ability. It has not attempted to 
earn profits at the expense of 
somebody else whose judgment was 
less astute. A small profit from 
a large volume is the rule, rather 
than sporadic attempts to “make 
a killing’ when the opportunity 
permits. This “making a killing’’ 
was long the open ambition of 
many cotton merchants. 

Nor does observing this policy 
mean that the company will run 
away from a fight. It fought for 
years to change the rule that cot- 
ton deliveries on future contracts 
must be made to New York 
actually Bayway, New Jersey 
Even though the seller bought off 
a buyer's contract, the freight 
costs to Bayway were assessed 
against him. The company finally 
won, and now cotton deliveries at 
southern points are customary 

At other times, the company has 
taken bold action to stabilize the 
market, or has spent large sums, 
or sacrificed profits, to repair 
threats to the smooth operation of 
the exchange as a result of the 
activities of certain speculators 
Adhering to its original policy of 
small profits from large volume, it 
does not hesitate to risk money to 
protect the industry as a whole 

j. Simplify Operations and Re- 
duce Unit Costs 

It costs a lot of money to gin, 
bale, ship, and store cotton. Even 
today much cotton handling equip- 
ment seems obsolete or at best just 
plain old-fashioned. Cotton econo- 
my grew up on cheap labor and 
lots of it. The cheap labor is gone 
but there is a tendency to stick 
fast to old methods Since the 
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When World War | ended, Anderson-Clayton had the first 
boatload of cotton ready and waiting to go to Germany 





company's earliest days, it has 
attempted to modernize various 
methods in cotton handling wher 
ever and whenever possible 

Soon after its founding in Okla 
homa City, the company decided t 
spread out into some of the by 
paths of cotton. Then 
cotton required much labor. It was 
picked by hand, hauled to the gir 
where the seeds and the fiber were 


as how 


separated. Cotton is sometimes re 





ferred to as a hair-sprout 

the “hair" being the cotton fibe 
itself. This ginning process « 
sists of running the cotton as 
comes from the fields through a 
series of extremely fine circular 
saws; then the fluffy lint is baled 
wrapped in jute bagging, and tie 
with metal bands or ties after it 
is pressed into 500 pound bales 

At this point the bale acquires 
a number and a tag. This identity 
is vital, because the grade of the 
cotton may be questioned months 
later by a spinner. But in some 
cases the original identity or num 
ber may be changed at the con 
press and new identification p 
on the bale. Year after year, there 
seems to be more paperwork re 
quired to move each bale of cottor 
to its final destination 

The grower may sell his bale of 
cotton to the ginner or a buyer 
usually residing nearby. The buyer 
whacks a big wound in the bagging 
pulls out a sample and grades the 
cotton, making the owner an offer 
based upon his judgment of the 
grade and staple length. From this 
first buyer, the cotton itself goes 
to a compress, thence to a ware 


house, and thence to a dome 





a 


Ld ee 








oreign mill. The seed goes to 
a cottonseed oil mill where it is 
rushed or put through more 
modern processes to extract the 
il. Anderson, Clayton saw a pos 
sibility of earning a profit from 
these steps in processing. Early in 
at Elk City, Okla. Later it began 
to acquire, or build, cotton gins 
Anderson, Clayton gins are re 
ywwned for modernity, careful ad 
istment, and improved methods 


its history, it acquired an oil mill 


Careless ginning can damage the 
otton; modern ginning calls for 
boll extractors, cleaners, dryers 
and other equipment not found in 
ld-time gins. Ginning can penalize 
the farmer $2 to $10 a bale if the 
ginner is careless, or his equipment 
bsolete or worn out. This is 
especially true of machine-picked 
r pulled cotton 

In Anderson 
houses and compresses, new meth 


Clayton ware 





sare constantly being introduced 
Conveyors, power trucks which 
pick up several bales of cotton and 
other equipment, are utilized to 
reduce handling costs. Well-located 
plants with = sprinkler 
throughout, shipside terminals with 
verthing facilities, and heavy-lift 






systems 


" 
cranes are used to cut labor costs 
lower insurance rates, and speed 
delivery of cotton 
The company now owns 147 
ytton gins, 123 warehouses, 30 
tton compresses, and 19 oil mills 
Create Virtually Autonomous 
l’nits 
Dealing in any raw material 
requires split-second judgments. A 
oney-making opportunity may 
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Improved methods of handling cotton—such as the con 


veyors shown here—have enabled company to cut costs 
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“Man! This is the easiest 
hard day’ $ work 


I've ever done!” 
ee at | wa 


"Bless EDISON TELEVOICE! xt gets me through a mountain of written 
work as easily as talking on the phone. I just pick up 
my TELEVOICE phone and talk. It's always connected to 
the recording instrument which my secretary keeps on 
her desk. I enjoy a direct line from thought to action!" 


1 giel serves 20 dictators | 

Or more! Forget the secre- 
tary shortage--and begin 
to use secretarial capac- 
ity you never dreamed you 
had. TELEVOICE cuts instru- 
ment dictation costs as 
much as 66 2/3%. Just puta 
TELEVOICE station at every 
desk--and watch how fast 
the work flows out! 


TY 
Y 


Only EDISON makes =|. 


TeLevoice .. athe simple. pe 


™~ economical phone- ZZ 


; Ideal running mate! 

$ stem for dictation! Famous Disc EDISON VOICE- 

WRITER, with exclusive 

High-Definition recording, inte- 

grates perfectly with the TELEVOICE 

system for those who want or need 

a heavy-duty instrument all their 

own. For every dictating situation, 


you can always rely on EDISON! 


Eye-opening booklet! Ideas and help by the bookful! And the 
whole sensational success story of TELEVOICE. 
Send for your copy--now! Or arrange demon- 
stration by phoning our local representative. 
In Canada: Thomas A. Edison of Canada, Ltd., 
Toronto 1, Ontario. 


EDISON TELEVOICEWRITER 
(ISON. Late Av, Wes Oran The Televoice System 


Okay send me 


: Cou, Brion. 


ImCORPORATED 
Ediphone Division 
West Orange, New Jersey 


\ 


TELEVOICE SPEEDS 
SERVICE FOR OTIS 
AT 53% LOWER COST! 


Ye pte 24 hours saved! From on- 
€-spot inspection reports, the 
General Service Manager's office 
(see photo below) of Otis Elevator 
Company writes detailed service 
instructions that keep more than 
47,000 elevators running at top 
performance. 


Here, speed is essential. Thanks to 
Epison TeLevoice, dictated main- 
tenance instructions and estimates 
are now turned into typed orders in 
a@ matter of minutes. Previously, 
delays ran up to 24 hours. 

At Otis, four TeLe Voicewrrrer 
ped tepooien sina 
35 low-cost TELEVOICE 

11 departments. They replace 9 
old individual instruments which 
had become obsolete—at a saving 
in equipment cost alone of 53%! 
And Otis reports other big plusses 
in swift, convenient service and 


written work. You owe it to your- 
self to learn how Epison TELEVOICE 
can speed your flow of business and 
save you money! Mail 

the coupon * 
today OF aw 

call our re- 

presentative. 


* 








Alcoa, Tenn., sprang up because of a plant built there by 


Aluminum Company of America. More than 8,000 people 


are employed at the plant, and they earn nearly $25 million 


a year. This is the story of the town and how it has grown 





By A. D. Huddleston 


Regional Monager, Aluminum Company of Americo 


MODERN new shopping center 

with in-front, off-street park- 
ing, a new high-school gymnasium, 
another swimming pool—these are 
some of the projects on deck in 
the City of Alcoa, Tenn. 

This bustling little community, 
nestled between the mist-shrouded 
peaks of East Tennessee's Great 
Smoky Mountains and the back- 
up lakes of TVA, is making some 
of the greatest strides in its 32- 
year history as an incorporated 
unit. Even though the City of 
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Alcoa takes its name from an at 
breviation of Aluminum Company 
of America, it is not a ‘company 
town” in the traditional sense of 
the word. 

Alcoa, the company, has three 
large plants within the City of 
Alcoa's boundaries, and is, by far 
its largest taxpayer. But the man 
agement and operation of the city 
are up to the people who live 
there. Most of Alcoa's residents 
are employed in the aluminum 
plants, so naturally the company 


enefits when the city advances 
ind grows into a better place in 
which to live 

The City of Alcoa was born 6 
years after Aluminum Company 
f America started construction of 
a reduction plant in_ Blount 
County. While the plant was going 
ip, Alcoa also built a water plant 
started a sewage system, and con 
structed some 690 houses. Roads 
and schools were built and main 
tained by Blount County 

Alcoa operations grew. It quick 
ly became apparent to those who 
worked at the plant that the com 
munity needed benefits of an or 
ganized corporate administration 
legislature cleared 
the way to incorporate the city by 
granting a charter in the spring 
of 1919. A three-member commis 
sion was selected, and it, in turn 
elected Alcoa's first mayor, C. L 
tabcock, an official of a neighbor 
ing lumber concern. V. J. Hult 
quist, Alcoa's superintendent of 
construction, became city man- 
ager, a position he held until his 
retirement on June 10, 1948 

The population of Alcoa at the 
time of its incorporation was 


Tennessee's 
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3.358. The city purchased a small 
wwaye system trom the Babcock 
$1,125, and started 


network 


Company for 
planning to buy a lar; 
from Alcoa, This was done 2 years 
later for $91,523. The city took 
over wwnership and management 
of a little red 


county had 


schoolhouse the 
j operated previously 

At the end of 1919, the City of 
Alcoa had total assets of $58,171 
Alcoa never intended nor at 
tempted to build a big city or one 
with a highly developed commer 
clal section. By careful advance 
planning, it was able to build a 
with attractions that 
would keep its residents. A more 


ommunity 


stable community 
table plant 
meant better plant operations 

The City of Alcoa's 
has been Today the 
community's Department of Edu 


meant a more 


personnel, and that 


progress 
continuous 
ation operates four 
high 
Alcoa has increased facilities for 
its Charles Martin Hall School at 
$212 JUS The 
modern school in the area, the new 


elementary 


chools and two schools 


1 cost of most 


building includes a 
nasium 


spacious gym 
kitchen, lunchroom, man 
ial training, industrial arts shops 
ind two classrooms 

A new high-school gymnasium 

in the advanced planning stage 
now It will cost an estimated 
$250,000. That will add to the 
$697,000 valuation now placed on 
facilities 
ind it will give Alcoa an educa 
tional 


the city’s educational 


system second to none 
imong communities its size in the 
tat 


Alcoa's 


flected in 


e 
steady growth is re 
1950 figures 
Population increased to 6,486. The 
city had paved 17 miles of 
treets to add to the 4 miles of 


paved state highways within the 


census 


town's borders 
Alcoa's 

tion has 

through 


healthy financial pe 
been made 

astute and progressive 

affairs. A. B 

Smith, now the tv manag has 


management of city 


sound theories Y t ipal 
financing 
I've fought 
on a current 
(otherwise 
terest on the money 
improvements 
In Tennessee municipalities, $2 
was paid in interest for 
dollar put in improvements fron 
1918 to 1943 
“During the war Mr 


he explained 

Smith 
adds, “we maintained our level of 
tax rates and transferred the sur 
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plus from our general to our capi 
tal funds for future improvements 
surplus 
Government 


Then we invested the 
capital funds in 
bonds—debt service in reverse 

plus an expand 
payroll ($25 


These savings 
ing Alcoa Works 
million annually) and increased 
assessments, have enabled Alcoa 
to hang up a remarkable tax rec 
rd. Probably few other American 
cities could present a better pic 
ture. Whereas taxes averaged $3 
for each $100 of assessment in 
1919, the rate is now an 
$1.15 per $100 

Politics don't anything 
to do with the administration, as 
Mr. Smith proved. Asked what the 
political party affiliations of the 
present commissioners were, he 
had to admit he didn’t know. The 
commissioners are elected for 6 
year terms, with a new one named 
every 2 years. At least one of the 
always 


amazing 


have 


been 


Alcoa 


commissioners has 
someone not employed at 
Works 

The commissioners and_ the 
mayor are paid only $1 a year 
Alcoa's other 102 employees re- 
celve going rates 

Even though it’s small, a town 
like Alcoa has its advantages 

“We haven't had a fatal auto 
accident since 1943, even though 
we have State Highways 73 and 
33 running through our town,” 
Mr. Smith explains 

We don't ‘fix’ tickets here, and 
that makes for better traffic en 
forcement. The citizens appreciate 
safe traffic conditions 

“We've never had a jail and I 
hope we'll need one. By 
agreement the few necessary com- 
made in Blount 
County jail. We made 319 arrests 
in 1950 but none of them 
amounted to much. I don't re 
when we had a murder 


never 


mitments are 


membet 
ind I don’t think we've ever had 
a serious morals crime 
We're working on our one un 
ved crime a break-in, one of 
the past 
years 
FBI crime reports back Alcoa's 
statements, since they rate Alcoa 
one of the 
if its size in the United States 


The benefits of living in Alcoa 


most crime free cities 


include more than just a_ low 
crime rate. In the summer, there 
is an organized recreation pro 
Last year 


children made 20,665 visits, and 


gram at three centers 


took part in a program as modern 
as that of any Four 
parks total 125 acres 


larger city 


There is a picturesque swim 
ming pool with a brand new bath 
house of modern design. Every 
Friday night during the summer 
season, there is a free band con 
cert beside the pool. Alcoa's music 
is fortified by a free instruction 
system, which last year provided 
a total of 5,263 lessons. There is 
an excellent golf course adjacent 
to the city limits. 

Alcoa's youth program has 
definitely prevented any outbreak 
of juvenile delinquency. An Army 
officer told Mr. Smith recently that 
Alcoa's recreation facilities were 
the best the officer had seen in his 
extensive tours through similar 
sized cities across the nation. 

Mr. Smith considers the money 
invested in the youth program 
well spent. “We haven't had a 
delinquent negro youth for 6 
years, and there have been re 
markably few other cases in re 
cent years.” 

Rounding out Alcoa's cultural 
setup are Boy and Girl Scout 
Troops, 13 churches, Rotary Club 
Masonic groups, an American 
Legion post, a garden club, the 
Little Theater group (its plays are 
staged in the high-school gym) 
and the Blount County Chamber 
of Commerce. 

Community planning gives Al 


coa an appearance few other towns 
can attain 
trees shade almost every 


Generous plantings of 
street 
The houses, though fairly well 
standardized, are in good repair 
Alcoa provides uniform house 
numbers and erects standard street 
markers. Garbage collections twice 
a week are free, and refuse pick 
ups are made once a week or more 
One of the best indications of 
the town's progress, however, can 
be seen in a comparison of Alcoa's 
assets in 1919 and in 1950. Worth 
only $58,000 in 1919, the town in 
1950 had assets totaling $2,024,075 
And instead of Blount County 
ranking eighty-fifth in assessable 
wealth in 1950, the county had 
jumped to sixth place 
During 1950, the town of Alcoa 
spent $339,791.72 for operational 
expenses. It had a capital surplus 
of $127,663, and even after remov 
ing $120,000 for improvements 
managed to end up with a $58,72 
surplus at the end of the year 
tecently, Aluminum Company 
of America featured the City of 
Alcoa in a national advertisement 
The ad used the phrase “A good 
place to live and work’’-a saying 
the copywriter probably heard 
during his tour of Alcoa 
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The champ .---at wasting profits 


Don’t blame her, boss 


ing boxing vloves or ly 


H Poor system makes every! 
The champ---at saving them Se eee ee 
1 —_ keeps the cost of doit 
r This takes a bigger bit 
; The “champ” in this | ire 1 n to design ! 1 the ght business 
profits after a Moore mar ed iu m for eve m of business. Moore 
What happened? He designed a singk see! es the widest range of forms 


\ Moore Speediset It took the ‘ {4 lor \ sine ! r little 
before 


Above : 4 company forms that slowed work MOORE Se 
BUSINESS FORMS, INC. 


A 
Vidk 


Ey , “\ Sv 
v a Cg 


This one Moore Speediset saves 3 typings a ee ee —s ee = 


us Mahone foram 





ORE than 40 ye 
M just as good as 
tured. It puts out 

could say 


Was was manufac 


is much light as it ever did. We 

that it is as good as new 
But would you want to light your home with it 

others like it? 


or 


Here is a good example of what has made America 
prosperous. We do not wait until something is worn 
out, until it falls apart. or breaks down 


As soon as a 
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Not Worn Out 


ip shown above is 
the day it 


better way is discovered and ready for the market 
America buys it and puts it to work 


Any business machine or equipment is obsolete the 
noment something better—something that produces 
ore or at lower costs—is invented or developed 


Using obsolete equipment until it wears out n 
le of the biggest re 


prosper.—E. W 


asons why many other cour 
l to 
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New money-saving way to post accounts receivable 


It's the McBee Ledger Poster, 
oped by the makers of modern, sim- 
plified record-keeping systems like 
Keysort and Unit Analysis 
With the Ledger Poster, 
haywire 


devel- 


your state- 
ments can’t go (and draw 
snarls from customers), invoice figures 
can’t get posted improperly on journal 
or ledger, wrong amounts can’t be 
transposed or figures miscopied 


In a single writing, amounts are en- 


$6950 


THE McBEE COMPANY 


The ey: Punched Card 


Sole Manufacturer of Keysort — 
295 Madison Av New York 17 
The McBee Company, Ltd., 11 Berm« 


N.Y. Office 
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is all you pay for the McBee 
Ledger Poster. Forms, in stock or 
printed to your order, are extra. 


dsey Road 


tered on three records: a) the state 


b) the | 


ment itself, accounts receivable 


journal and c) the permanent accounts 
receivable ledger. Specially trained op 


erators are not necessary. Forms are 


specially designed to fit your require 


ments 


McBee 


insertion of ledger cards 


feature permits 
makes 


to operate 


An exclusive 
easy 
the 


quickly and accurately 


Ledger Poster casy 


accounts pavable ts also easier 


McBee I edger 


Posting 
ind 
Poster 


surer with the 


The McBee near you 


can quickly demonstrate the 


represe ntative 
advan 
xible 


tages of this modern, fle way to 


speed paper work a system already 
being adopted by hundreds of firms in 


every kind of business 


mail the 


Ask him to drop in. Or 


coupon below 


MAIL THIS COUPON TODAY----- 


THE McBEE COMPANY 
295 Madison Avenue, New York 17, New York 


Please rush me free brochure explaining the 
McBee Ledger Poster and Payroll Poster 


Nome 
Firm 
Address 


City 


Toronto 13, Ont 


No of stotements 








New Machines Save Training Time 


a lobby 90 
wide to handle 
and at 


narrow 


The day's receipts are put through National Cash Register proof machine at 
rm Bank of Silver Spring, and Vice President Ralph Harmon watches the operation 
view to the teller 


ikes available 


prvunity abut 69 sauare el °< By Ralph E. Harmon 


We placed our eight tellers’ cages 





~ esident and Comptroller, Bank of Silver Spring, Silver Spring 
outh side o » lobby, the 
rm and drive-in wu 
orth side, and out ( 


| 
( 


tur tall 10-foot windows, shaded 
lepartment at the 


wit 
of the lobby. A the 


ina 


cordak, used for filming incoming 
and outgoing checks, cuts in half 


the time needed to hand feed each 
check twice for face and back film 
if glass set in heavy in 


would stop anyone 


venetian blinds, contribute to 
air of spaciousness. We have 


Silver Spring no bars on our windows. The 6 


a deep maroon back g. Both sides are now photo 
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incoming cu break in An NCR bookkeepir 
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fluorescent reduces operator's fatigue. We find 
walls which con the time it takes to train an 
the operator on this machine’ very 
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tellers capes 
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the ceiling pr to 6 months to train a good book 
the custome keeper. Now the training period is 
eller have auxiliary less than 1 week. Because machine 
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ong NUT: 12.227 PAPER FORMS! 


Before a common nut can be mined, fabricated and put into a workman's 
hand, 12,227* paper forms must be made out. Analysts say the average 
business—including yours—spends a third of its time in paperwork. Yet, 





because paperwork is taken for granted, businessmen usually look for 
Savings out in the plant—whereas paperwork offers a gold mine of 
opportunity to speed and save 


DITTO, SIMPLIFIES PAPER WORK! 


Paperwork can be a “necessary evil” or with DITTO One-Writing Systems 
it can straighten out pay and production, anticipate material needs, 
shorten routines, release employees for productive work, cut out error 
and delay throughout your entire operation. DITTO directs, controls 
coordinates and expedites. If your paperwork isn't a streamlined 











production tool—get critical of it, make it so! 


4) AMERICAN INDUSTRY DEPENDS ON 


~DITTO 


Se) ONE-WRITING SYSTEMS ! 


In these days of defense pressure and heavy paperwork, 
large companies and small declare that their DITTO 
systems are more than ever essential for their pe ak 
efficiency. Today's greatest economies and 

betterments are to be found in paperwork. 


Ask for specific data showing how the DITTO 
Payroll, Production, Order-Billing, Purchasing 
and other systems definitely streamline your 
paperwork and bring benefits all down the line. 
No obligation, just write. 


DITTO, Incorporated 


2218 West Harrison Street, Chicago 12, Illinois Reg. U. 8. Pat. Ot 


*Estimated 








How to Make Small Business Pay 


business 


|’ you would welcome a formula 
small 


for making a 
loom large in the national economy 
as well as for annually casting a 
ray of monetary sunshine on the 
P. and L. pages of the ledger, you 
should consult Donald G. Willian 

n, 31-year-old president of Wil 
liamson Adhesives, Inc., in Chicago 


Why” Because Don Williamsor 
has made an important decision for 


insuring the present and future 
iccess of a small, but profitable 
manufacturing business founded 
his father, the late Donald V 
illiamson 
The Williamson company solves 
industries’ adhesive problems 
ith formulas for adhesives com 
specificatior 


pounded to exacting 


the company’s laboratory 
With fewer than 20 employees 
ind only about 7,500 square feet of 
e and manufacturing space, the 
qualifies as small business 
mse of the word, yet 
hows a substantial annual profit 
Although Don Williamson felt 
fully qualified to manage the com 
pany when he found himself at the 
helm, he decided to take an unusual 
p to further insure the future of 
business, total stock of which 

family owned 

Hle decided to form a board of 
ors of able executives with a 
f experiences if 


HUSINEeSSEeS 


Directors of Williamson Adhesives are: Mrs 


It was his conviction, which is 
proving correct, that such men 
could give valuable advice and 
counsel on many phases of com- 
pany operations: Finance, manage- 
ment, business location, production, 
distribution and sales, taxes, in- 
surance, Government regulations 
and restrictions, and similar busi- 
ness matters 

The men he chose, who later 
were elected directors, were 

John president 
Olson Transportation Company 
Filmore W. Galaty, an officer of 
Chicago Title & Trust Co.; John C 
Menk, a partner in the firm of Ross 
Berchem & Schwantes, attorneys; 
W. O. Kurtz, Jr an officer of 
American National Bank and 
G. Walter Ostrand, general man- 
ager, Caldwell Plant of Link-Belt 
Company 

These men own no stock nor have 
any other financial interest in Wil 
liamson Adhesives, Inc 

Other directors are Mrs. FE. M 
Williamson, Don's mother Mel 
ville Ross, Jr., the company's a 


Ebeling, vice 


countant; and, of course, the presi 
dent of the company 

This “big” board of directors for 
a small business strengthens the 
Williamson company in = many 
ways, Mr. Williamson declares 

First, it affords advice and coun 
sel from capable men of wide and 


varied business experience 


E. M. Williamson, (then clock 


wise) Don Williamson, G. Walter Ostrand, John Ebeling, John C. Menk, Mel 


ville Ross, Jr, W. O. Kurtz, Jr 


and Filmore W. Galaty. The Williamsons are 


the only directors who own stock and have financial interest in the business 
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Second, it insures sound man- 
agement to protect the Williamson 
family interests over and beyond 
Don Williamson's present guid- 
ing hand. 

Third, it evaluates management's 
present decisions from the stand- 
point of bigger business, and aids 
in working out long-range pro 
grams for the company 

Prior to each quarterly meeting 
the members are fully 
through written reports on the 
status of the company’s operations 
and projected plans. Through these 
members of the board become in 
timately acquainted with all phases 
of the business operation, and thus 
are able to give great assistance to 
the company on major decisions 

While it is a small company 
Williamson Adhesives, Inc., buys 
from, and sells to, big businesse 

ts raw materials are supplied by 
such industrial giants as Corn 
Products Refining Co., The Dow 
Chemical Company, and FE. I. du 
Pont de Nemours & Co. (Inc.) 

Adhesives are formulated and 
produced for other big businesses 
such as Western Electric Co., Inc.; 
Curtiss Candy Co.; Kraft Foods 
Co.; Standard Oil Co., Inc.; and a 
score of others that need these 
special adhesives. 

Don Williamson sums up the 
philosophy of his plan, which he 
calls the ‘Williamson way to make 
small business pay,” as follows: 

“Take a tip from big business 
Select an able board of directors in 
whom you can have confidence 
such as the men big firms have on 
their boards of directors—men rep 
resenting other large and success 
ful organizations. They look upon 
a strong board as a corporation 
asset and a benefit to stockholders 

“It appears to me that many 
small businesses either do not feel 
that men would be willing to serve 
on their boards, or they do not look 
at a board of this character as a 


informed 


business asset. 

“Personally, I had some mis 
givings about the willingness of the 
men I sought to serve on our 
board of directors; but much to my 
pleasant surprise, I found them not 
only willing, but eager, to do so. 
They have been of tremendous help 
in our long-range planning, as well 
as current management.” 
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IF YOURE IN BUSINESS- 
you need a Burroughs Adding Machine 


in the big office 


Whether you carry on a business from your 
home, run a crossroads store or mana a 
multi-million-dollar plant, figuring is a neces 
sary part of your operation. 


A Burroughs Adding Machine is a basi 
figuring tool for any business. And a Bwr 
roughs represents a one-time investment that 
will deliver a lifetime of dependable service 


A Burroughs is much more than an adding 
machine. Primarily, of course, it lets you for 
get pencil-and-brain figuring with its chances 
of error—and gives you the right answer 
faster. In addition, it can serve as a 
check protector —as a means of 
preparing neat, accurate, prestige- 
building invoices — balancing 


in the small office 


office cash, listing sales—figuring payroll 


insurance, taxes, and profits. A Burroughs 
does so many jobs it pays for itself over and 
over again. It's a modern business tool 
that is helping America get things done in 


these critical days 


Burroughs offers a wide choice of hand or 
electrically operated models, with or without 
subtraction, to suit the needs of every busi 
ness. Every one is fast, sure, smart-looking 
and sturdy — built to Burroughs world 


famous standards of dependability 


Prove to yourself how much time and money 
a Burroughs will save you. Call your Bur 
roughs man today, or write Burroughs Add 
ing Machine Company, Detroit 42, Michigan 


WHEREVER THERE'S BUSINESS THERE'S 


Burroughs 








Jewelers in Green Bay, Wis 





ecencarees 


joined in an experiment a year ago to see what could be done to increase sales during 


the dull days after Christmas. About 105 per cent more watches were sold than during the same period a year before 


Boosting Sales During Winter Lull 
uses Mies conan 


experimenting with the problem 


million were expecting babies 


There were mid-year graduations 


consider, plus wedding anniver 


changing the toboggan-slide diy aries, Valentine's Day and Eastet 
etail sales f ! ristm: Not all these 


gentle slope, pat 


per ple and events 
epresented watch prospects, but 
; naturals for a 
ewelry store, and a watch promo 

uld start the ball rolling 
premise led to three trial 
ir 1939, 1940, and 
during which Elgin’s volume 

the February-March 


own employment mot they were all 


rtantly te 


vember-Decembet riod é » history in how to kee 
sales a t \ ’ 1s | the | 5 fires are low 
make _ interesting 

any merchant or 

ifacturer, whatever his line 
F , oto Wi } The first nvolves Green Bay 
ould boost ore attic t Wis 


point where 


where, last February 
eweler in town joined in an ex 


every 


would benefit periment to determine whether ac 
Jewelers were 1 tive merchandising could break the 
February and Mar rhis was to be a test 
Elgin gave what 


could. There 


were getting en was one company-sponsored local 


sales slump 
tially big gift months if you tube project 
behind the snow banks 
million 


reasonable help it 
people 
gaged, another half million were 
getting married, and a third half 


newspaper advertisement and 


there were special window dis 


plays in a bank and the public 
utilities office. The rest, other than 
suggestions, was done locally 
Green Bay jewelers collectively 
ran almost 600-column inches of 
newspaper advertising, sponsored 
radio announce 


ments, and distributed 6,900 mail 


963 commercial 


ing pieces 
Every 

window displays, and several de 

veloped tie-in displays with other 


jeweler arranged Spec ial 


merchants-for example, a watch 
shown in a haberdasher’s window 
as one of the accessories worn by 
a well-groomed gentleman. One 
enterprising jeweler arranged to 
have watches worn by models at a 
fashion show sponsored by his 
neighboring apparel shop; one of 
the guests dropped in afterwards 
and bought a watch! 

This time the results were con 
clusive. Probably the chief lesson 
learned was that 10 competitive 
nerchants can succeed by work 
ing together, but in figures Green 
Bay sold 105 per cent 
watches last February and March 
than during the comparable period 


more 


AMERICAN BUSINESS 





in 1950 And all participating 
jewelers reported a_ surprising 
gain in sales of other jewelry lines 

Meanwhile in nearby Wis 
consin cities where participation 
was nil, sales weren't stimulated 
at all; the jewelry business in 
those towns during February and 
March was on a par with the 
summer resort business 

One other typical 1951 example 
is the case of Rudy Schindler, a 
jeweler at Sioux City, lowa. The 
weather is rough there, too, along 
about February. But Mr. Schind- 
ler, who thrives in a cold climate 
rolled up his sleeves and decided 
to make money instead of sitting 
by the fire 

First he laid out a promotional 
campaign and figured he had to 
sell 144 watches to break even. 
Mr. Schindler started with an ad- 
vance “teaser” advertising cam- 
paign to stimulate interest. Then, 
during the 6-week promotion, he 
advertised in the Sioux City paper 
3 times a week, carried 140 “spot” 
announcements on the local radio 
station, and mailed out 8,500 bro- 
chures to prospective watch cus- 
tomers. He also conducted a jingle 
contest, one of those affairs where 
you suggest the closing line for a 
verse. First prize, of course, was 
a watch, and there were 116 other 
prizes. 

When it was all over, Mr 
Schindler had sold his 144 watches 
and he had netted a handsome 
profit during a period when most 
retail merchants are happy to 
break even 

A. L. Rowe, Elgin’s vice presi- 
dent in charge of sales, naturally 
likes to see business boom for 
jewelers at Sioux City, Green Bay 
or other cities, but he does believe 
that the retail business curve is 
unhealthy both when it is down 
and when it is up 

He said, ““During the low period 
merchants suffer from excessive 
overhead, and they suffer in the 
high periods from more business 
than can be handled satisfactorily 
and efficiently. The goal of all 
American business should be to 
level out the peaks and valleys, 
and we hope Elgin’s program 
will help.” 

Mr. Rowe said the program has 
the big job of changing well- 
entrenched thinking and long-es- 
tablished consumer buying habits 

Right now Elgin’s third con- 
secutive late-winter promotion is 
getting under way, and enough 
evidence has been collected to 
prove that the 1939 hunch was 
correct. 
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Office Chairs adjust 
to fit your own 
physique, your own 
work habits, and your 
own ideas of comfort 


MODEL 


Model 17-A COSCO Executive Choir 


} 


steel, saddl | 


e shape volving sea 
cuthionsd with Pirettens Peames or? 6 Easy Adjustments 
rubber latex; Tufflex padded cieveat _witheut teole 
curves two ways. Du Por rilite 
upholstery —green, b n sroor - _ F 
gray. Bonderized, bake net gh fiend et te 

gray, brown 
“Finger Lift heigh b 
rubber casters 


($50.95°). In art 
$43.25 ($45.25° 


MODEL 165 
(" Mode! 16-S Secretarial Choir, spring tens: 


| , 19 $33.45° Model 16-F, fixe 


Model 20-A "Form-Fit" Side Choir, with arms 
t $29.25 ($30 *) , Model 20-1, armless, $23.9 

« ' , . 
v S) 


MODEL 20-A 


*Prices in Florida, Texas and 11 Wester HAMILTON MANUFACTURING CORPORATION 
states Department A? COLUMBUS. INDIANA 


UPAMA 


Office Chairs 
HAMILTON MANUFACTURING CORPORATION 


Also makers < of cosco Household 


‘ 














Here Are the 50 Most Popular 
Restaurants in America 





The nation's traveling men have named their favorite eating 


places from coast to coast, and the results are published 
in a new Where to Eat book. There are 2,300 restaurants 


listed, with the 50 most popular places named separately 





NTOINE’S Restaurant in New 
A Orleans is the most popular 
eating place in the country, accord- 
ing to a survey of traveling men 
conducted by The Dartnell Corpo- 
ration. The results of the survey 
are published in a pocket-size book 
entitled Where to Eat 

Antoine's edged out Old Original 
Bookbinders in Philadelphia 
which received the top position in 
a survey of restaurants made by 
Dartnell several years ago 
Charlie's Cafe Exceptionale in 
Minneapolis was chosen the second 
popular eating place in the 
new survey, after formerly plac 


most 


ing seventh 

More than 12,000 
nominations were returned in the 
survey, and only those 
rants receiving the most 
included in the final list 
each listing, there is a per 
sonal comment taken from the 
many written testimonials of 
people who ate at the restaurant 

A surprising revelation un 
covered by the survey is that the 
most popular restaurants are not 
necessarily in the big cities. The 
book lists the 50 most popular eat 
ing places before giving detailed 
listings according to states, and 
among the group of 50 are several 
from small towns: Schuler’s in 
Marshall, Mich.; the Wagon Wheel 
in Rockton, Ill.; the Purefoy Hotel 
in Talladega, Ala.: and the Ren 
dezvous Drive-In Restaurant in 
Monroe, La. Schuler's, in a town 
of about 6,000 population, tied for 
seventh place among the most 
popular restaurants in the country 

In addition to singling out the 
top 50 eating places, the Where to 
Fat book also indicates the next 
100 most popular spots by “star 
ring” them as they appear in the 


restaurant 


restau 
votes 
were 


\fter 


34 


state groupings. Some of 
cities filled several 
pages in the book with their 
numerous good restaurants. New 
York City, for example, had 56 
places listed, and Chicago had 53. 
Every state was included in the 
survey, with the top eating places 
included from each state 
Following is a list of the 50 
most popular restaurants, num- 
bered in order of popularity. 
Duplicate numbers opposite names 
of restaurants indicate they re- 
ceived the same number of votes 
1. Antoine's New Or: 
Louisiana 
Cafe Exceptionale 
Minnesota 


regular 
the bigger 


testaurant 
leans 
Charlie's 
Minneapolis 
Old Original Bookbinders-—— Phila 
delphia, Pennsylvania 
Don the Beachcomber -Chicago 
Illinois 

Durgin-Park 


setts 


Massachu 


Boston 


Red Star Inn Chicago, Illinois 
Barney's Market Club 


Illinois 


Chicago 


Lawry’s-—-Beverly Hills, Califor 
nia 
Marshall, Michigan 


Chicago Ili 


Schuler's 
Imperial House 
nois 

Locke-Ober Caf Boston, Mas 
sachusetts 

Mader’s Famous Restaurant 
Milwaukee, Wisconsin 
Miller Brothers 
Maryland 

Arnaud’s Restaurant 
leans, Louisiana 
Drake Hotel, Cape Cod Room 
Chicago, Tllinois 
Galatoire’s Restaurant 
leans, Louisiana 


Baltimore 


New Or- 


New Or 


Scandinavian Res- 


Illinois 


Kungsholm 
taurant 
Keen's English Chop 
New York, New York 


Chicago 


House 


1] 


19 
le 


Grace E. Smith's Service Restau- 
rant—-Toledo, Ohio 

Divan Parisien—-New York, New 
York 

Harding's Colonial 
Chicago, Illinois 

Miss 
Louis 


Room 


Hulling’s Cafeterias— St 
Missouri 
French 
Illinois 


Jacques Restaurant 
Chicago 
The Krebs 
York 
Luchow's Famous Restaurant 
New York, New York 


Louis 


Skaneateles New 


Ruggeri’s-——St Missouri 


Stouffer's Restaurants—Chicago, 


Illinois 
Hogate's Sea Food Restaurant 
Washington, D. C 

Wrigley 


Chicago 


testaurant 


Building 
Illinois 
Ambassador West Hotel rhe 
Buttery—-Chicago, Illinois 


Cameo —-Chicago, Illinois 


Steak House San 
California 


Grison's 
Francisco 
Karl Ratzsch's Restaurant-— Mil 
waukee, Wisconsin 

Oon1o 


The Maromar— Columbus 


Marzetti Restaurant—-Columbus 
Ohio 

San Jacinto Inn—La Porte 
Texas 

St. Hubert'’s Old English Grill 
Chicago, Illinois 

Stouffer's Restaurants Cle 
land, Ohio 

Boston 


Union Oyster House 


Massachusetts 
Wagon Wheel 


Beverly 


Rockton, Ili 
Chasen's Hills, Cali 
nia 

Arizona 


Green Gables—-Phoenix 


Kugler’s—-Philadelphia, Pennsyl- 
vania. 
Purefoy Hotel—Talladega, Ala- 


bama 
The 
taurant 
The Tavern Restaurant 
ark, New Jersey 


Rendezvous Drive-In Res- 
Monroe, Louisiana 
New- 


Tail o' the Cock—Los Angeles 


California 
4 Dallas, 


Town and Country 


Texas 
Whyte’s—New York, New York 


Criterion Cafe—St. Pauli, Minne- 


sota 
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They MUST thir | 
: Ink Vi 
Q Mindreader! — 


HOW DO THEY EXPECT 
ANYONE TO READ 
MAILINGS AS BLURRY AS THIS? 





Are you satisfied that your 
mimeographed mailings are clear, 
sharp, easy-to-read ? 

Your prospects won't bother 
to read through them if they're 
blurry, fuzzy, messy—as so many 
bulletins are. 

Hammermill Mimeo - Bond 
produces more than 5,000 clear, 
legible copies from a single stencil, 
when you want that many. 

And this paper comes in white 
and six distinctive colors. You 
can put your message on a “char- 
acteristic” color that will be iden- 
tified at once as coming from you. 








We'd like to send you— free— ‘ ; MAMMERM TS 
the 100-sheet trial packet of ; MIMEO.- L 
Hammermill Mimeo- Bond. Test 

it for yourself. Compare it with 

the paper you now use. With the 

packet we'll include the Hammer- 

mill idea- book, ** Better Stencil 

Copies,” that tells you how to 

get better results from your sten- 

cil duplicating equipment. 


D 


Just send the coupon now...test 
Hammermill Mimeo-Bond for yourself A 


7 
nawmERa 
\\ GUILD | Yew con ebtein business printing on Hommermill 


\\ 


” 
onnneee poper wherever you see this shield on o printer's 
/ 


window. Let t be your assurance of quality printing 








Pe wes eeewe ew ew ew ew ee ee 


Hammermil] Paper Company 
f 
1467 East Lake Road, Erie 6, Pennsylvania 


Please send me — FREE the 100-sheet packet of Hammermill Mimeo 


Bond and a copy of “Better Stencil Copies.” 


Name 
° 
nie P 
omtion 

CK FOR THE WATERMARK 


ena ee es ewe ow oe J 


Please attach write on, ¥ r business ' ; AB-rEs 


HAMMERMEL'S WORD OF WH 


rferwrnr nw eH Ke = 


ee ee eww awe e wee eee eee ewe eo fb 
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What Open House Can Accomplish 


riends might see 





Bros. made, how they made i 
Foote Bros. Gear and Machine Corporation anticipated such — materials used, and other 
’ . of interest. But somehow time 
a large crowd at its recent open house that professional — went by, and what with increased 
‘ ene ‘ . defense production and other 
ushers were hired. In addition to improving employee re- mediate problems, it looked like 
lations, the event resulted in several jobs being filled ‘© Prec! ™ 
way 
This was 1 easy task eS pet 
cially since only 3 weeks had beet 
allotted for i lanning. The con 
pany’s facilities were obviously ir 


By F. = Minaker adequate for the job of handling 


an anticipated crowd of 6,500 





visitors, so professional ushers 

are > . o ) r} » the 

Ht Foote Bro Gear and Ma employee Almost at the century were secured 1 helt guide _ 

; visitors through the plants. A 

committee of four consisting of 
the industrial relations director 


chine Corporation, Chicag« mark, the company has grown 
manufacturer of ationally from a small shop to an organiza 


known precision-built ge speed tion employing a total of approxi 


and three plant managers had beer 
set up to handle the problems. Sub 
committees on which employees 


‘al 
reducers, and special machines, ap mately 1,600 workers. During 
parently held its recent pen house World War II it employed more 
it just the right time during a than 7,000 people. It now has three 





’ erver were set un to carry 
period of good labor relations plants operating in the Chicago served, were sé I 1 
the major decisions 


One of the big problems in 


with sweetened communications area 

between workers and management The majority of Foote Bros. em 
To realize the impact of Foote ployees had little or no idea of the volved the serving of refreshn ents 

Bros. open house on the com activities in the other plants. Pra to the huge crowd. Since there 

nunity, one must understand the tically none of them had an over was no space in the company’s 

type of community where the two all picture of the company’s plants to accommodate so many 

main plants are located. This is operations guests, a big-top tent was rented 


Chicago's great southwest side in For some time the company had and erected in the rear 
1 Street plant 


clustered the large residential yen house at all three plants, s« The problem of transportatior 


dustrial area about which is considered holding a combine 


center from which the local plants employees and their families and was another headache. Many em- 
ecure the majority of thei: 
labor force. This surrounding con 
inity, although aware of For 
Bros., had little conception of 
pany s manufacturing processe 
its good employee relati 
The announcement thi 
going t 
an avalanche of 
kets. Even the mayor 
Honorable Martin H 
Kennelly nade a person 
through the plants 
the visitors next 
head f the 
th e mavo! 
" tour, ¥ 
specially thrilled 
His Hor 
rl went 
next day to tell 
how he had met the 
place where 
Like 
have grown over le ars to in 
pressive proportions ‘oote Bros 
recognizes the importance of main Foote employees showed families and friends where they work and what they 


taining direct contact with the do, and many youngsters met Chicago's mayor during company's open house 
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Depend on Monroe to give you 
the right model for every 


figuring and accounting need 





Monroe CALCULATING Machine 


MONRO-MATIC The lates for fost, tully 
evtomotic. economical figuring Compact 
portable withfomous VelvetTouch * ease 


of operat Long, dependable service 





~ 
~ 
— 
Monroe ADDING Machine 


EVERY business needs this efficient grand 
tote! mode! Adds ond subtracts directly 
A two registers Accumulotes, stores totals 
Soves time, steps up figure production 


“They got my last scent!” 


Okay. So taxes are tough. But there's one consolation: 
you ll get past them a lot faster and with 
a lot less anguish. if you'll figure them on Monroes. 


Fast. figure-hungry Monroes just love figures. Even taxes! 
Monroe ACCOUNTING Machine 


So right now—before March l5th— while COMPACT spoce soving bookkeeper thet 

hendles several kinds of jobs. Ovutstend 

. . . A ing volve Does some work as mochines 

you still have some cents, invest in Monroes cet inal tare. tonal, aha 
nervesoving “Velvet Touch’ * operation 

You can deduct their cost from your tax headache empgueny tolien "etabeenad ta 10D te ds 


scribe Monroe s matchiess ease of operator 


Every Monroe is sold only through 
Menree-owned bronches; serviced by 
Monroe's factory-tromed orgonisetion 


M O N RO E MACHINES FOR BUSINESS 


Monroe Calculating Machine Company, Inc., General Offices, Orange, N 
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IN THE FINEST OFFICES... CRESTLINE, OF COURSE 





Step into 2 


pleasant day... 


For yourself, your employees and the people 
who call upon you, it's a smart investment in good management 
to have offices that reflect your company's efficiency 
and success. Why not let your nearby Security Steel Dealer show you 
what the famous CRESTLINE Office Furniture can do 
for you. We shall be glad to send you his name 


ieMelolile leit Mel measles. 


Gr ate i by 


SECURITY STEEL EQUIPMENT CORP., AVENEL, NEW JERSEY 


ployees ar their f lies had 
way of é the Downers 
Grove plant t was decided to 
charter buses. Shuttle buses 
also hired to transport 
between the two Chicago plants 

The tour began at the com 
Sth St. plant at 11:00 a.m. As 
visitors entered the company’s 
general offices, they were greeted 
by employees serving as hostesses 
who gave each person a brochure 
containing information about the 
company. In addition, each fen 
inine visitor was given 
rose oO Weal 

After touring company’s general 
offices the visitors proceeded 
through the factory area. Shuttle 
buses then transported therm to the 
o3rd St. plant where, after a t 
of the factory, refreshments 
served in the “big top 
children in the group were given 
Crackerjack and _ souvenir bal 
loons Following refreshments 
guests were taken by chartered 
buses to the company’s Downers 
Grove plant. Tickets had been dis 
tributed several days in advance 
of the tour—not for the purpose 
of admittance, but rather to regu 
late the traffic flow. Thus, tours 
were scheduled for 11 a.m., 12 
noon, 1 p.m., and so forth, at 
hourly intervals until 5 p.m 

Regular operators were on hand 
in the plant to demonstrate ma 
chinery and processes and, of 
course, the company’s principal 
products were on display. The 
family saw what dad did at the 
plant, the machine he operated, 
and what he made. They shook 
hands with his foreman, his super- 
visor, union steward, and other 
fellow workers. They met company 
officials. The employee's friends 
saw the company’s facilities, its 
excellent working conditions, and 
learned about the many benefits 
received through working at Foote 
Bros 

What were the over-all results 
of the project? If one tries to 
figure results in dollars and cents, 
the answer may be disappointing 

In this case, however, Foote 
Bros. could put a finger on tangible 
results. Walter W. Swoboda, man- 
ager of industrial relations for 
Foote Bros., explained that a great 
number of people applied for jobs 

Thus Foote Bros. proves that a 
well-planned open house not only 
improves employee relations, but 
emphasizes the company’s place in 
the community ts it up as 
good por) and 


strengthens its ng process 
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FASTER 


ACCOUNTING 








-.. With ( IBM Electronic Business Machines 





IBM Electronic Machines today are simplifying 
the tremendous accounting job of business. 


Electronic tubes*enable these machines to 
process huge quantities of accounting and statis- 
tical data at speeds unprecedented in business— 
and with uncanny accuracy. Results range from 
the performance of day-to-day accounting to the 
solution of the most complex computing problems 
... On an up-to-the-minute basis. 

With the flexibility and speed of these ma- 
chines at its command, business management has 
at its fingertips information about every phase of 
operations. 


INTERNATIONAL BUSINESS MACHINES 
590 Madison Avenue, New York 22, New York 
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aluminum 
chairs 


Who's Who 


The list of users of FINE-REST 
chairs reads like a ‘who's 
who" of American business 
and industry. These promi 
nent concerns have become 
successful by giving top value 
when they sell, and by re 


ceiving top value when they 


buy 


That is why so many houses 
buy the best—that is why 


they buy FINE-REST 


erpetalion 


Je Ron 8 On10 


ALUMINUM SEATING 


17 8. CHERRY STREET 


. , Actma Saft CO 4080 & fem BF , 
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Taxco, Mexico (above) was included in the 10-day tour that was offered by 
The Meyercord Company in a sales incentive plan. Sales jumped 25 per cent 


ales Soar 25 Per Cent 


SING an old idea with a new 
U twist has secured conspicuous 
results for The Meyercord Co 
well-known manufacture! 


Meyercord’s advertising manager 
adapted the plan to an industrial 
contest open to all users of decal 
Chicago comania (transfers), regardless of 
of decalcomania usage or source of supply. Users 

Last June the company put into were asked to describe, in 200 
effect a sales incentive program words or less, an effective problem 
which substituted, as grand prize solving use of decalcomania by 
an American Airlines 10-day all- their company or industry. The 
expense tour of Mexico for two per contest was announced through 
advertisements in 34 industrial 
prizes usually offered in contests trade journals. Although results 
of this kind. Willard Rapp, general of the contest, which ran until 
sales manager of The Meyercord January 15, 1952, are incomplete 
Co., reports that the glamour of the response so far is “highly sat 
air travel to a foreign country isfactory” according to Mr. Royer 
sparked unusual enthusiasm among The appeal of winning an Ameri 
salesmen, stimu can Airlines tour to Mexico is 


sons, in place of the merchandise 


the company 
amply demonstrated by the re 
sponse to the contest. Entries were 


lated action, and produced results 
Specifically sales were up 25 per 
cent during the contest period, and received from people working on 
new accounts secured included one assembly lines where decals are 


if the i argest users of ised in production, as well as from 

decals top executives of major industrial 
Following up this successful pro firms,” Mr. Royer said 

motion wi n the company’s sales The contest judges include se\ 

Ralph | Royer eral trade journal publishers 


department 
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Brings Out Best 
In People 


(Continued from page 9 


learns what employees have on 
their minds, what their problems 
are, and what they expect of the 
future. Some _ reluctantly talk 
about gripes, and are relieved 
after speaking frankly. 

When an employee leaves the 
Colonel's _ office other workers 
naturally want to hear what they 
talked about, and the resulting 
communication is a good thing, 
said Colonel Slezak. This practice 
of having informal chats in the 
boss’ office is nothing new at the 
three plants. Workers and super- 
visors alike find it helpful. Every- 
body is better informed, and the 
boss is always aware of every- 
thing going on, never having to 
depend on other executives to keep 
him up to date. Employees enjoy 
the conversations, and supervisors 
apparently have no fear that the 
boss is by-passing their authority 

“It is surprising how many em- 
ployees you can get to know well 
after a few weeks of seeing several 
workers a week,’’ Colonel Slezak 
stated. He has no pat rule about 
seeing a definite number of people 
in any one week, for “that would 
ruin the whole thing.” 

This interest in employees is not 
limited to talks in the office or to 
chats in the plant. Often, when 
Colonel Slezak attends company 
gatherings, some people think he 
has more fun than the employees 
He recently was invited to and at 
tended a women’s bowling party 
Planning to leave about 9 p.m., he 
had so much fun he did not get 
away until 11 p.m. At another 
time, the Colonel took the plant 
reporters for the Pheoll employee 
publication on a bus trip to Kable 
so they could see how the paper is 
printed. One of the hourly em- 
ployees said it was the first time 
he had ever been away from his 
work on company time and was 
paid for it. 

Colonel Slezak’s interest in 
people is not limited to those who 
work under him. Many times he 
has met an employee at another 
company and has been so im- 
pressed by that person, that he 
made a special effort to bring the 
employee's name before one of the 
company heads. The Colonel says, 
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Cut copy-checking 


-+.use your photocopy machine 


When reports or records are copied manually, copy-checking 
is usually necessary—which adds to the expense . . . but still 
doesn’t eliminate the possibility of errors. 


The solution is simple: Let 
your photocopy machine serve 
all departments. Then the 
need for costly manual tran- 
scription and copy-checking 

is greatly reduced .. . and 
100% accuracy is always 
assured. And, what's most 
important, you'll be 

dollars ahead. 


Kodagraph Contact Paper 


This new paper is made by Kodak 
for use in all types of contact 
photocopiers. It reproduces all 
documents in dense photographic 
blacks, clean whites ... with new 
sparkle and legibility. And it’s 
easier, more economical to use— 

no more split-second timing or 
trial-and-error testing. Order 

it... and see for vourself 
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a 


““‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


is 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
{* Rochester 4, N. Y. 
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I wish more people would tell me 
about their 
ployees. It would be a big help 

Of the many people in whom 


Colonel Slezak has taken an active 


reaction to my er 


interest, not one has failed him 
ompletely. He said that several 
have fallen short of the goal he 
set for them, but they always 
went much further than the level 
they originally set for themselves 

His idea of setting a definite 
yoal and concentrating all efforts 
m attaining it, is followed by 
most well-managed companies 
Colonel Slezak's firms follow. the 
ame pattert 

When some obstacle confronts 
one of the three companies 
Colonel Slezak does not arbitrarily 
decide that one thing will, or will 
not, be done. He merely asks what 
ontribution will be made to the 
company’s profits when a definite 
decision is made. In this way, the 
man who is faced with the prob 
lem can find his own solution with 
little trouble 
the decision objectively -with nm 


because he makes 
thought except for the company’s 
progress 

Since he is not burdened with a 
mass of details, and he is called 
upon only when there is some 
problem that requires his atten- 
tion, the Colonel has a broadened 
outlook of company operations 
His employees are proud not to 
need the boss, and when Colonel 
Slezak went into the Army in 
1942, he frankly admitted, Turner 
Brass Works made greater profits 
than ever before. He failed tu 
mention, however, that the com 
pany was swept up in a flurry of 
war contracts the same as many 
other firms 

Colonel Slezak said that he has 
experienced no great problems. As 
mentioned before, he concerns 
himself with only the over-all 
aspects of the three companies, so 
he does not have to know every 
thing about printing, brass manu- 
facturing, or production of screws 
nuts, and bolts. There are certain 
things he even resists knowing. In 
fact, he said that he “knows so 
little about printing, I can be dis 
satisfied with any result Kable 
produces.”” Of course, he was care- 
ful to point out that he does not 
go around expressing dissatisfac- 
tion at everything done at Kable 
or his other two companies. Far 
from that. But he and his execu- 
tives have a healthy attitude 
about their business: Never be 
content to stand still. They are 
continually setting their objectives 
higher and higher. Therefore, they 
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actually satisfied to stog 
it any level 

Heading three businesses would 
eem to be a full time job in itself 
but Colonel Slezak also 
to take an active part in other 


manages 


companies. He is a director of 


several, including Ulinois Bell 
Telephone Company, Felt & Tar 
rant Mfg. Co jurgess Norton 
Mfg. Co., and the Whiting Corpo 
ration. Also on the advisory board 
f the University of Illinois and 
a trustee at the Illinois Institute of 
rechnology, the Colonel was re 
cently moved up from president te 
board chairman of the Illinois 
Manufacturers’ Association 

Colonel Slezak has been in twe 
wars (World Wars I and II), and 
he is chairman of the advisory 
board of the Ordnance Ammuni 
tion Center at Joliet, Tl. In addi 
tion, he is on the advisory commit 
tee for Research and Development 
if Army Ordnance, and chairmar 
of the advisory board of the 
Chicago Ordnance District 

The Colonel's background cef 
tainly has plenty of bearing on his 
rise to prominence in the business 
world. He learned to work hard at 
an early age, being employed as 
an apprentice at the famed Skoda 
Munitions Works in his native 
Czechoslovakia when only 12 years 
old. In keeping with the practice 
at that time, the youth traveled to 
Hungary, Austria, Germany, Bel- 
gium, and Holland, working in 
each country to increase his 
metal-working skill. These travels 
also broadened his outlook, so 
when he found he could get pas- 
sage on a ship to America, he did 
not hesitate 

On his arrival in New York, the 
young man had $5 in his pockets 
but he could not speak English 
He managed to work his way to 
Racine, Wis., where he settled for 
a time, before enlisting in the 
Army. The Army later decided the 
skilled tool and die maker would 
be more valuable in ordnance than 
in the infantry, so he was sent to 
the Rock Island (Tll.) Arsenal and 
put in charge of a department in 
the small arms division. 

When World War I ended, young 
Slezak decided he wanted to go to 
school. The University of Wiscon- 
sin permitted him to enroll—on 
the condition that he would stay 
in school only so long as his work 
indicated it was worth while. Four 
years later he was graduated from 
the University with a B.S. in 
mechanical engineering. He was 27 
at the time 

From college, the ambitious en- 


gineer went to work for Western 
Electric Ce Ine where he re 
mained for 6 years. From there he 
took over the small Turner Brass 
Works and gradually built it up 
Teday the brass firm turns out a 
volume 20 to 30 times greater than 
when Colonel Slezak first went 
there 

In the meantime, he had stayed 
in the Army reserves, and in 1942 
was called back to active duty. He 
helped organize the machine tool 
division of the Army-Navy Muni 
tions Board, later receiving the 
Legion of Merit for his work 
Transferred to Chicago to procure 
munitions from Midwest firms 
Colonel Slezak became chief of the 
Chicago Ordnance District, which 
at the point of highest activity in 
cluded about 7,000 people (1,000 in 
uniform and 6,000 in civvies) 

The Chicago Ordnance District 
was placing orders up to $500 mil 
lion a month, but under the 
Colonel's supervision the cost of 
buying munitions was cut to a 
fraction of that formerly spent. 

After the war, Colonel Slezak 
went back to Turner Brass, and in 
1947 was made director and chair 
man of the board at Kable. In 
1948 he became director and chair 
man at Pheoll, and in 1950, also 
assumed the presidency. 

In addition to all his other ac 
tivities, Colonel Slezak finds time 
to make several speeches a month 
to audiences which include people 
from many different types of busi 
ness. While preferring to speak to 
younger people because their 
minds are more tractable, he has 
a sincerity that has put him in 
great demand with all groups. His 
favorite subject, of course, is 
people, and his manuscript is al- 
ways carefully prepared in ad- 
vance. The manuscript is rarely 
used throughout, however, for 
once he “gets the feel of the au 
dience,” he likes to change his 
speech to suit the listeners. 

Colonel Slezak said that he is 
fortunate in having a comparative 
scale, one that compares what 
Americans have with what Euro- 
peans have. That is perhaps why 
he does not take too much for 
granted and why he is more dis- 
turbed about socialism in this 
country than most Americans. 

Once surprised to find that 
people in America wanted to see 
him get ahead, the Colonel is now 
doing everything he can to see 
that others get ahead. And those 
people he has boosted are certainly 
learning more about the advan- 
tages of free enterprise. 
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« In business, 
“DOODLES” 
are unobserved 

WASTE 

MOTIONS 

needless extra 
manipulation of 
hands and equip 
mentin record 

keeping 


MAIL COUPON TODAY 
FOR FREE COPY OF 
“MOTION STUDY IN LIGHTS” 
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good for kids 
... not for Business! 


Few businessmen are aware of the amount of 
“doodling” that exists in transcribing the many forms 
required to do business today. As a consequence of this 
"doodling", annual reports refiect increased 
production costs and less earnings. 


Considerable savings in time and money can be effected 
with American Lithofold Planned Business Forms. Planned to 

fit your individual needs, they eliminate costly doodles,” 
make all working time more productive, speed distribution 
and afford greater control. See for yourself how ‘Planned 


Business Forms''can do these things for you 


ton, 
hes New York Chicoge, Detroit, W ashing 
7 leigh, N C., and other principe! cities 
olei : 


ithout obligatior 
SE ND ME the new 
lustrated foider MO 
N STUDY IN 
showing 
can eliuminate 
‘doodles save noes 
portant time, work a0 
money with warned Signature al 
NED _ BUSINES* aman _ 
FORMS op A whotold 








When you bu y one ptlece non- 
metallic Elliott Address Cards and 


discard metal address plates, 
your Savings in 
Material and Labor 


$3',©) per annum 


will pay you 


on the investment 


Because they are twice as 
compact and are made to fit 
your metal address plate cab 
inets, they will double your filing 
capacity 


And because they eliminate 
ill the metal, they eliminate 5 6 


of the weight. 


Any typist with any standard 
tvpewriter will stencil addresses 
into Elliott Address Cards at a 
speed of 1000 complete address 


cards per eight hour day 


The center of an Elliott Ad 
dress Card is so tough that it 
must be softened by dampening 
to enable a typewriter to stencil 
in address in it, but when an 
Elliott Address Card dries it 
becomes so tough that it 1s 
guaranteed to print 10,000) ad 


dresses ind in tests Elliott 


Address Cards have printed 


200.000 addresses 


May we send vou literature 
dest ribing the many other ad 


antages of Elliott Addressing 


Equipment 


ADDRESSING 
MACHINE CO. 


153-L Albany Street, Cambridge 39, Mass 
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Yankee Management Fights 
Poverty in Jamaica 


Continued f 


om page Il 


come to Orange Park; but that 
would have missed the point. We 
want to do things with them, not 
for them 
The pioneering Reynolds ap 
proach upset even the solid so- 
cialist convictions of Frank Hill 
head of the Trades Union Con 
gress, who negotiated a contract 
with company officials. The con 
tract provides for arbitration for 
all grievances and rules out strikes 
and lockouts. A strike can be 
called only by a majority vote of 
the workers in a secret poll con 
ducted by the government's labor 
department. If a strike is called 
however, the company agrees not 
to use strikebreakers, a tempting 
gambit on an island where one of 
every three workers is permanent 
ly or seasonally unemployed 
“This provision alone,’’ Mr. Hill 
says, “has made Reynolds the only 
popular employer as far as trade 
unions are concerned.” 
Skilled Jamaicans are 
Few have had the time or money 
to get secondary training or even 
trade schooling. So Prof. James M 
Porter, Jr., who teaches industrial 
psychology at the University of 
Tennessee, was brought down to 
find men capable of learning to 
operate expensive machinery 
Thanks to tests, they 
have discovered some amazing ap 
titudes in men who had never be- 
fore used any kind of machinery 
Woodrow Latvala, a Minnesota 
supervising native oper 
earth-moving ma- 
chines, mused: “Never thought I'd 
ever see this. A field man of the 


scarce 


ingenious 


enginee! 


ators on huge 


firm that these machines 


makes 
predicted that no machine would 
last more than a month if natives 
perated Well, he’s wrong. If 
you ( the right men, you can 
‘kip many generations from the 
back of a burro to the upholstered 
seat on a bulldozer. Why 
eveloped some power-shovel men 
could hold their 
own with any in the States.” 
The policy of promoting natives 
to better jobs wherever possible 
Constantine Gordon, a 
short, dark, intelligent Jamaican 
to triple his income in a few 
vears. He started as a drill fore 


we've 


1 
) 
down here who 


enabled 


man. When he found out that 
Jamaicans could move as high as 
their capabilities allowed them, he 
bought a second-hand text and 
studied trigonometric functions at 
night--a Jamaican repetition of an 
almost forgotten American su 
cess formula. Today he’s an as 
sistant surveyor, the owner of a 
new house he built and a new 
English bike. “No, sah, we're not 
victimized any here,” he said 
simply 

But the local prediction that Bill 
Cole has had the most joy in con 
founding was the one that the 
mining would ruin the beauty of 
Jamaica's north shore. The huge 
plumes of dust that usually hover 
over bauxite drying operations 
will never be seen in Jamaica, be 
cause Reynolds is installing a 
$100,000 electrostatic dust precipi 
tator. The mining operations and 
processing are far from = any 
tourist paths; yet a vast land 
scaping program involving nearly 
20,000 flowering trees and shrubs 
is under way to make the factory 
warehouse, and office grounds at 
tractive. Even as the huge silos 
and the new 500-foot pier were 
being completed, Mr. Cole’s men 
were landscaping the seaside area 
with purple, white, and red 
bougainvillaea on carefully ter 
raced levels right up from the 
pier to the top of the hills that 
hug the lovely, unspoiled shore 
road. The raw, white gash that 
was made to provide for two 
metal-storage silos is already par 
tially covered with vegetation 

When Reynolds workers’ un 
covered from the thick under 
growth, a forgotten and ruined 
Spanish fort near the pier, Bill 
Cole began an island-wide search 
for the ancient cannon he knew 
must at one time have been re 
moved from the fort. After months 
of detective work and dickering 
he located and bought five cannons 
tebuilt, and re-equipped with its 
cannons, Bull Rock Fort is the 
first of a series of historic spots 
that Reynolds expects to restore 
on its vast properties. A simple 
metal plaque-- aluminum, of course 

will give the details of the 
fort’s history 
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Office Runs on 
Schedule 


sold the policy. Some policies have 
five copies, the fifth copy going to 
the sub-office for claim purposes 

From the policy writing depart- 
ment, the policy goes to the as- 
sembly desk, where it is put in a 
cover and prepared for mailing. 
But before it is mailed, it goes to 
the billing department. 

Bills have already been calcu- 
lated and written on an ordinary 
manual typewriter equipped with 
special ‘“‘all-cap" type. Invoices are 
made in quadruplicate 

Original (white) is for the 
agent 

Second (green) copy is the ac- 
counting record, and serves as the 
ledger sheet. 

Third (blue) copy is the expira- 
tion record. 

Fourth (yellow) copy is the col- 
lection record, and is filed accord- 
ing to agent and month policy was 
issued. 

Bills are mailed to agents by the 
mail room in pre-addressed en- 
velopes. Because the bills are as- 
sembled for mailing in one enve- 
lope, there is no need to type the 
agent's address on each bill. Only 
the agent's name-——-whether it be 
corporate or individual-—is typed 
at the head of the bill. 

After billing, the policies and in- 
voices are sent to the mail room, 
which inserts each agent's quota 
of mail in  pre-addressed enve- 
lopes. These envelopes are pre- 
addressed with Addressograph 
plates or a hand rubber stamp 

In the mail room, racks are 
stuffed with outgoing mail, by 
agent's name. A Commercial Con- 
trols postage indicia machine 
speeds production, and has elimi- 
nated shrinkage in postage ac- 
counts. The mail room is at one 
end of the stockroom where all 
office supplies are kept. Supplies 
are requisitioned in writing by 
each employee 

Mr. Quarles says that he at- 
tempts to give each employee a 
full sense of participation in the 
operation of the office. “Employees 
want to know what is ahead for 
them, and they want to know how 
they are getting along. We post all 
data on anything pertaining to 
changes as far in advance as pos- 
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Bottlenecks in figure work can seriously cripple the planning and 

producing that are the mighty sinews of our defense efforts 
You can break this figure work bottleneck quickly and easily with 
the all-purpose figuring tool — the Remington Rand Printing Calcu 
lator. It offers a combination of features —in one machine — that 
assures maximum per-operator-hour production of figure work. Re 
turn the coupon below — let us show you how the Printing Calculator 
can increase figuring efficiency in every depart 


ment ind save you time and money 


THE REMINGTON RAND 
PRINTING CALCULATOR 


Multiplication @ Automatic Div 
d Addition and Subtraction 
10-key Keyboard e@ Plus Printed 
acy @ ALL IN ONE MACHINE 


Room 2444, 315 Fourth Avenue, New York 10, N. Y 
Gentlemen: Please send complete information on the Printing Calculator 
e bott r in figure productior 
Title 
Firm 
Address 
City 








“Jones, We'd Prefer 
Fewer Curlicues!”’ 


This employer of the gay nineties 
tried to get a little more work out of 
his bookkeeper 


him very much. 150 entries a day in 


and we cant blarne 


it 10-hour day isn't what we would 
all adequate, even if the handwrit 
ing wasn the very finest Vietorian 
stvle 

Poday, a machine bookkeeper can 
make six to seven times as many en 
tries. That is why working hours 
could be 
enjoy more leisure time 

Pallman Robbins & ( OMpanys have 
had a lot to do with unprovements 
arco 


reduced and employee s 


in record keeping systems 
idvanced loose-leaf forms are ac 
cepte d today as standard by certs 
fied publ accountants and auditors 


everywhere 


240 different Tarco forms cover the 
whole field of income and outgo. on 
boalanee and 


entory eosts, taxes 


snalyvses sheets 

Pareo binders are the best made and 
their complete auditing systems cat 
tv adapted to any size business 
ising either stock forms or custom 
printed to meet your requirements 
send for Catalog F-1 today and see 
for vourself just how extensive and 
practical as the Tareo line of effi 
ney Forms and Binders 


See our Exhibit at Chicago Business Show 
Booths 60-61, February 25 to 28 


ULLMAN ROBBINS & CO. 


Tarco Better Business fF ms ders 


ordinated Filing Equipment since 191 
310 W. Superior St 


New York 


Chicago 10, Ill 


Kansas City indianapolis Tulsa 


Wichita Washington 





Consu!t your Public Accountant about 


the best Forms for your Business 





One end of a battery of stock racks with the Commercial Controls mailing 
and postage machine in action. Supplies are requisitioned from this stockroom 


a 


When the bills and policies are written, they are returned to the mailing 


room where addressed envelopes are waiting. Mail goes out several times daily 


bulletin boards. For 
example, we posted a schedule of 


holidays for the entire year early 


sible on the 


in January. If there are to be some 


changes made, or if proposals 
come up which have to do with 
employee interests, we call a meet 
ing and tell the employees about 
the proposal or the problem, and 


attempt to get their ideas before 


we make a decision. We do not like 
to have some notice posted on the 
bulletin boards come as a surprise 
to employees. We think the more 
they know about what 

n and what is planned, the 
they work.’ 

One fairly accurate test of an 
office’s peak efficiency is the num 
ber of people away from desks at 


any given time. The AMERICAN 
BUSINESS reporter arrived unan 
nounced. Because the office area is 
open, and only two private offices 
are used, it is possible to see prac 
tically every clerical worker. Two 
checks were made during the day 
At one time three people were ab 
sent from their desks: One was a 
supervisor, obviously busy with in 
structions to an employee. One of 
another desk 
and one was outside the office 


the others was at 


momentarily 

Two hours later a similar check 
was made. As far as we could 
determine, only two people were 
not at their desks-——and the entire 
staff of 135 workers seemed 
busily and happily at work 
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Employee 
Publications 


Continued from page | 


accomplish these complex objec 
tives. This is a job for a profes 
sional journalist. 

Management people would do 
well to quit pinching pennies and 
hire editorial talent worthy of the 
name—and capable of making a 
contribution to human and indus- 
trial relations. 

The best sources of such talent 
are schools of journalism and the 
city rooms of newspapers. Over 
60 per cent of the leading univer- 
sities and colleges give some form 
of industrial journalism training 
in their curricula. 

Young men and women, fresh 
out of college, with brand new de- 
grees in industrial journalism 
tucked under their arms, could 
step into a hundred companies and 
do a better job for labor-manage- 
ment relations than the present 
untrained editors are doing. 

Experienced newspaper people 
are ideally suited fcr the require- 
ments of industrial journalism 
They are familiar with type, lay- 
out, objective writing, and good 
reporting. And what's more, if 
they have been successful in the 
newspaper field, you can be sure 
they like people. That is of prime 
importance. 

The first step in building any 
information program is to “listen 
before you tell.” Find out what 
your employees want to know be- 
fore you try to tell them what 
they ought to know. 

What you say is of course im 
portant, but how you say it de- 
termines whether or not it gets 
read. Artwork, typography, and 
clean design are as much the ele- 
ments of readability as good copy 
They attract the reader. 

But don’t make the mistake of 
thinking that good type will make 
up for bad words or that good 
layout will breathe life into a 
dead subject. 

B. O. Eastman, who conducts a 
research organization in New 
York City, warns that, “Perfect 
type and perfect layout can serve 
as a nice soft pillow to go to sleep 
on.” That is true, but still there is 
everything to be said for good 
makeup. Most employees are not 
format-conscious, but they won't 
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The Dartnell Sales Manager’s Handbook 


Forty-eight sections—1,150 pages—covering every detail of 
operating @ sales department. It will provide the answers to 
your questions on sales 

policy and sales super- 

vision. Price $10.00, 

plus postage 


THE DARTNELL CORPORATION 


4660 Ravenswood Avenue Chicago 40, Iilinois 











ELIMINATE GUESSING and MISCALCULATION 


HOW?... The DEWOM/NATOR WAY/ 


When assembling figure facts for ORDER TABULATIONS, INVENTORY 
CONTROL, PRODUCT SALES ANALYSES, FOOD PORTION COUNTING, 
PAYROLL DENOMINATING, etc., accuracy is all important 


Now, it's possible to do these jobs, and many others, faster, easier 
and more accurately by using the newly designed, easy-to-operate 
DENOMINATOR. Made up in machines from one to 180 units to 
meet specific requirements, the DENOMINATOR counts, tabulates and 
records with accuracy! Economical, too! ONE UNIT FITS COMFORTABLY 
in the PALM OF YOUR HAND 


For detailed information, without obligation, write Dept. 3-AB 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, 


Manufacturers of Tabulating Machines for over 35 years 


read your publication unless it is 
easy to read 

For an investment of only four 
$-cent stamps, your editor can get 
a lot of help in improving his 
writing and making the publica 
tion more readable. Victor Hack 
ler, of The Associated Press, has 
put out a handbook that sums up 
the results of the _ readability 
campaign AP _ conducted from 
1948 to 1950 with Dr Rudolf 
Flesch as consultant 

Two helpful booklets Case 
300k of Employee Communica 
tions in Action,” and “Employee 
Communications for Better Under 
standing,"’ can be had for the ask 
ing from the National Association 
of Manufacturers 

Temple University in Philadel 
phia has available a House Organ 
Production book which is a bib- 
liography compiled by Abigail 
Fisher Hausdorfer covering back- 
ground material and the basic 
techniques that industrial editors 
need to know 

There are no. short courses 
which will make editors out of 
men and women who are not edi- 
tors. But either of the two na- 
tional industrial editorial associa- 
tions can be of help to those who 
seek help. 

Any management which seeks 
improvement in company maga- 
zines may want to consider having 
their editors participate in some 
activities which have been found 
helpful: 

1. The annual “Buckle Down’ 
sessions of the Oklahoma A. and 
M. busy 6-day short course, at 
Stillwater, Okla. Now in its fifth 
year. 

2. The annual conference of the 
House Magazine Institute of New 
York City, and the annual con- 
ventions of the ICITE, AAIE, and 
SAIE (Society of Associated In- 
dustrial Editors serving the 
Southwestern States) 

3. The annual week-long com 
munication clinics of Philadel 
phia’s Temple University, usually 
held in April, open to industrial 
editors 

Regional groups of industrial 
editors affiliated with the national 
editorial associations meet regu- 
larly throughout the year to “talk 
shop.” Such groups in Atlanta, 
Boston, Chicago, Cleveland, Cin 
cinnati, Dayton Dallas, Fort 
Worth, Kansas City, New York 
Pittsburgh, and San Francisco 
to name but a few—give begin 
ners a chance to sit down with 
veteran editors, discuss their mu- 
tual problems, and avoid the pit- 
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falls of a hit or miss type course 
But even among the best indus 
trial editors, there are two dis 
tressing blind spots. These editors 
generally are not community 
minded, and not promotion Lie . 
minded pany + t ‘ h lette 
They retire behind the plant onjpe-nspinerendeandr que == s 
gates and forget all about the com- . - : fl ga 
munity and the fact that a good 
company must demonstrate that it cea ithe einen hin 
is a good citizen. They fail to ble in many sizes) hold typewritter 
realize that the best and most hand-lettered cards Movebt 
popular magazines on the news cr palace see ye ann eat 
stands and the most widely read tions re anged quickly and eas 


newspapers conduct continuing The 


promotional campaigns 
Similar promotional programs EVERLASTING 
in the employee publication field 
will help management in evaluat- 9, 
ing its investment in the house 


publications. It will also increase ORGANIZATION 
the company editor's capacity for 

service to his readers and com- CHART 
munity by bringing about greater A PARTIAL LIST OF © Sizes to Fit Any Organization Structure 
management recognition and un- PROMINENT USERS @ Sharp Prints Are Made Directly from the Chart 
derstanding—and possibly an in- United States Army © A Typewriter and Ordinary Paper Are All You Need 


creased budget. United States Navy @ Relieves Busy Draftsmen of This Costly Work 

Regular reports to management international Harvester Co. © Invaluable as a Visual Training Ald 
should be required. These should General Motors Corporation ; 
accompany an advance copy of New York Life Insurance Co. %©"d for 4-page folder illustrating typical organiza 
each issue as it comes off the Standard Oil Company tion structures and list of other prominent users 
press. Such reports should give in- (Indiana) §=9 Write Dept. 2-A today! Or phone Michigan 2-6334 
teresting background information 7 t. 
on the preparation, purpose, and MANAGEMENT CONTROL CHARTS co. caleate oh = 
possible contributions of each 
issue. 

The press runs of employee pub- . P 
lications should be built up to in- F L k Th ~ S M y 
clude stockholders, customers, and rms l e ese ave one 
opinion leaders outside the im- ‘ 
mediate employee-family. Extra th E X XY 
copies do not increase basic costs, wl vans J 
and the additional reader audience 
for the company story is well GATHERING RACKS ee en ee 
worth the cost of the added circu- rang nation wlenennaann 
lation. One company with 15,000 , " 
employees distributes 40,000 
copies of its monthly house organ. 

Contact should be maintained 
with the daily and weekly papers 
and wire services of the plant- 
community. Advance copies of 
each issue should be sent to the 
papers and to the trade publica- 
tions within your industry. Good 
publicity will often result for the 
company. 

Management people may be sur- 

YOUR OFFICE can save time and money, too 
prised to know that employee by using Evene Gathering Reche for sorting 
magazines or newspapers that inter-office communications, for assembling 
carry community coverage will be en a ae 
welcomed by newsstand dealers One unskilled worker collates 3,500 sheets 
who will be glad to distribute these aaiues teens take oF On ceaninnes ane 
house organs as a service to their collapse for setting aside. Each section holds 
customers. Those who have tried it | 50% shenw st aneined,svaie, tim rash, sing Oe etindiin 
say it brings customers into the 
store. Over 5,000 copies of the | Ses’aiy,te cheers Sromaeried $11.00 +e Satisfied Users 
“Weirton Steel Employees Bulle- at $14.00 each r 


to, 99 » 2 6 are ictrit 
tin,” for instance, are distributed See Your Dealer or Write: Evans Specialty Co., inc., 405 N. Munford St., Richmond 20, Va. 
on the newsstands of a dozen Ohio 
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here’s a 
free book 
you'd be 
willing to 
pay for! 


oo 


| Uarco’s Encyclopedia 
of PRODUCTION 
FORMS 


it contains fifty pages of helpful in- 
formation about your fourteen basic 
production forms, telling . . . 


@ what the form is 

@ why it's used 

®@ where it originates 

@ who uses it 

@ how the copies are 
distributed 

@ details of design 


Production Orders, Stock With- 
drawals, Material Transfers, Rejection 
Reports many of the forms you 
might use in your factory 
ered. For each form there's a whole 
page devoted to its layout; another 
tells what, where, why, and who uses 
it; other pages give distribution and 
design 

In other words, tf you want to énou 
something about production torms 
you can find it in this book 


are COV 


Many years’ research on thousands 
of forms are behind it 

Yet Uarco offers this book free! Why? 
Just to help you understand the use of 
these important forms. For in that way 
can you buy them intelligently 
hence gain the real ethciency that the 
right business forms can give you 


Pin this coupon to your 
letterhead and mail 
it to Uarce for your 
free copy, today! 


LARCO 


wcoeProeateo 


ores 


Pact 
Oakland, Deep 


UARCO INCORPORATED 
Rooml62t.14tW lackson Blvd 
Chicago 4, liners 


Please send my copy of the En 


Production Forms 
Nam 
I athe 

¢ af Basen 


tad ress 


Valley towns and cities in addition 
to the normal plant distribution 

Your company _ publication 
should be handy and available in 
places in the plant community or 
plant neighborhood, where people 
meet in conversational groups, 
such as dentists’, and 
lawyers rooms, drug 
stores lodge rooms, veterans’ 
clubs, Y.M.C.A.’s, barber shops 
and taverns 

Reader interest can be stimu- 
lated by advertising the contents 
and features of coming issues. Bul- 
letin boards, plant public address 
systems, and local newspapers can 
sometimes be used to publicize an 
issue a short time before distribu 
tion and increase its readership. 

Top-management people should 
be given an opportunity to see the 
“fan mail” that a good publication 
will receive. Management people 
need to know what employees and 
other readers are saying about the 
publication 

Participation in editorial and as- 
sociation contests, such as those 
conducted by The National Safety 
Council, International Council of 
Industrial Editors and Freedoms 
Foundation, Inc., is a sound meth- 
od of promotion. It helps maintain 
editorial staff interest at a high 
level, and the end result is a 
sharper _ publication. Awards 
should be publicized. 

Management should investigate 
the “dollars and cents” value to be 
derived from sending editors to 
conventions, institutes, and exten- 
sion courses. An editor must keep 
informed if he is to keep inform- 
ing. The late Arthur Brisbane said 
the same thing in commenting on 
an editor’s need to read, think, and 
travel. “A prize fighter,” declared 
Brisbane, “cannot fight on the 
beefsteak he ate 10 years ago.’ 

Editorial balance can be main- 
tained and values demonstrated to 
management by readership sur- 
Amateur handling of such 
specialized work can produce no 
practical results. Surveys should 
be handled by professionals. 

Making the location of the plant 
publication offices convenient for 
employees is important. They 
should be in a handy place, some 
times “off campus,” where an em- 
ployee in working clothes would 
not feel embarrassed about drop- 
ping in to chin with the staff 
Your employee magazine gets a 
terrific shot in the arm from em- 
ployee participation. This won't 
happen if an employee has to sign 
his way through several plant pro- 
tection offices to get to the editor 


doctors’, 
reception 


veys 


He just won't bother 
publication will suffer, not only 
from lack of “inside dope,” but 
also from lack of personal em 
ployee interest 

The management executive who 
is not a regular reader of his com 
pany’s publication will someday be 
amazed to discover he is working 
with strangers. The man at the top 
can get better acquainted with the 
men in the shop through the 
employee publication columns 

Top executives might consider 
that the company publication is a 
reflection of the character, quality 
and stability of the company. No 
one in the organization should 
ever have cause to feel apologetic 
about their publication. If apolo- 
gies are in order then so is an axe 

and a new start 


And your 





Creates Costly 
Liabilities 


a man abandoned his car when it 
caught fire. The fire spread to a 
building and destroyed it. There 
was no evidence of negligence in 
the origin of the fire. The court de- 
cided that to push the car away 
from the building would have en- 
dangered the life of the operator 
since the gasoline tank was in im- 
minent danger of exploding. 

A cigarette smoker fell asleep 
in his chair and the cigarette 
started a fire in the chair after 
falling from the smoker’s hand 
His sole effort to extinguish the 
fire consisted of throwing the 
water from one glass onto the fire 
The fire appeared to have been ex- 
tinguished, but later it re-kindled 
and spread to the adjoining build- 
ing. The smoker was held liable for 
the damage to his _ neighbor's 
building. 

In the case of another fire, the 
owner was more successful. Evi 
dence showed that the employees 
immediately called the fire depart 
ment and then used fire extin- 
guishers in a vain effort to extin- 
guish a fire which had started. The 
fire department was so late in ar- 
riving that the fire spread to the 
adjoining buildings. The court de- 
cided the employees had used rea- 
sonable diligence in their efforts 
and their employer was not held 
liable 
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Better Business 
Forms 


Continued from page 


tributed to 17 top executives. So 
one month the report was not dis- 
tributed. Nobody complained about 
not getting the report, yet each 
person would have been positive 
that they needed the information, 
if questioned. Judge the value of 
a report by its ability to guide 
management in constructive think- 
ing, and by transmitting important 
factors. When in doubt, it is al- 
ways better to continue a report 
than to eliminate it. 


8. Does the title clearly indicate its 
purpose? var . ° ’ ’ 
Many firms use the company The Boss never bragged like this before! 

name to head-up forms used en The first time you see a Steel Age Execu 

tirely within their internal organi- tive desk, you'll very likely say, “Now Corry-Jamestown Menutacturing Corp. 

zation. The employees know for that's the desk for me!” For there—in one Corry, Penna. 

whom they are working; further- beautifully styled piece of fine office 


a @ cated eta furniure—is an ofhce companion that 
more, the company name covers will carry you through a lifetime of 


valuable space which might be busy work days with superb comfort 
used for vital information. If a and efhciency. Your Steel Age dealer 
form is a purchase requisition, put 
this information on the top of the ; 
form in large enough type to be At Leading Office Furniture Dealers from Coast-to-Coast 


may be able w deliver yours sooner than 


you think! 


seen at first glance. After all, it 
could be a purchase order, or store 
order, or any of a number of Cd 
forms; so let us identify the piece : 
of paper. The company name 
naturally should not be eliminated 
from the top of forms which are 
mailed outside the company 
premises. 
Make the title specific and as 
short as possible, so that it will 
easily identify the purpose of the 
form. If necessary, additional 
copies should also indicate their 
distribution or function. 


9. Is all printed matter shown neces 
sary and clear? LOOK,NOW MY FILES COME TO ME! 


Information or items are often 

hangovers from past procedures. ! have 40,000 big 8 x 5 record caras all at my finger tips. I can 
A very simple example is the folio &*¢ .™Y boss the information he wants the moment he wants it without moving from 
er I > ~ my desk or chair 
number in an Accounts Receiv- Th _ toh f 
« ati ic or , ese same cards usec to fii f | 1 hie Grawers i had ¢t Walk Dack and forth trom 
able operation. This number was the files all day, stooping down to read the drawer labels, dragging out drawer after drawer 
absolutely necessary when bound Now. I rotate this Rotor-File of ne and the records come to me instantly. My job 
books were used where the cus- is done easier because it takes | ffort betrer because I have time to think about 
tomer’s account could not be main- m™y work pee ee ee eee eee eee 22-4 
tained in alphabetic sequence and = The Wassell Methods Engineer ¢ | WASSELL ORGANIZATION, INC. 
could only be located through the me oe OMe can lad so ; WESTPORT 8, CONNECTICUT i 
page number. However, with the ‘" ? *\ eee i] rat OTO 

from cycle-billing records to corres | I would like literature on ROTOR | 
advent of modern loose-leaf books pondence. He even has models for FILE without obligation { 
and ledger cards, it became so  tabulating cards and addressing plates | NAME | 
easy to file alphabetically that the 5 you. too, want to save time in | POSITION " 
folio number was no longer re- filing, reference, and posting, send | Please attach to. or n, your business leterhead | 
quired to identify forms. this coupon to Wassell today te 


Lack of clarity is a common 4 WASSELL EXCLUSIVES ee eh a 


failure, as business terminology is 
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See ae aa aaa aaa not very well defined and its ap 


ARE YOU INTERESTED IN SAVING MONEY? $ °*00" "°! “ancarcizes 


AMERICAN BUSINESS shows readers how other companies cut their costs 
otter methods New ideas are detailed and well illustrated so that you cam adapt 


10. Is all necessary information in 
cluded? 


tome for your own business 


The word “form” has a definite 
relation to the word “uniform,’ 
which means being the same or 
alike. It should not be left to the 
discretion of the individual user 


y 
i 
‘ 
! 
| 
i 
| 
' 
| 
8 where he wants to note the var ious 
1 
' 
’ 
i 
i 
1 
| 
' 
| 


Moeil thie coupon now so that you can benefit from AMERICAN BLSINESS reports on the 
letest management methods, Well send it to your office or your home. Lither enclose $7 for 
2 years (24 teeuee) of 64 for | your (12 tseues), of we can bill you later 


AMERICAN BUSINESS MAGAZINE 000 cS. 


items of information which are 
required. Spaces for the date, sig- 
nature, and other headings should 
be designated to provide for the 
uniform filling out of the form 
This also simplifies completion of 
the form, eliminates unnecessary 
writing, and acts as a reminder of 
what is to be entered 


z STATE 
ar $4 Enclosed Bill later 
Add $1 f . $2.00 ¢ ears, for postage outside U.S.A. and Canada 


Feer®eeeeeaeoaeeeee2e22e2 


11. Are all recurring items printed? 


A soft-drink distributor may 
handle some 20 items which can 


PROTECT YOUR OFFICE MACHINES 3 Pe ore ee 
WITH THE WORLD’S FINEST STANDS ——iiss"onis to" sit in’ the quantity 


and total value. Or an invoice may 

precision-built show a shipping point or terms 

which remain the same. Payroll 

to lasta summary sheets, stores requisi- 

tions, and many other forms may 

lifetime lend themselves to timesaving 

printing of recurring items to 

Everything about Tiffany Stands suggests quality. Sturdy, eliminate repetitive entries. Since 

this is not a question of the layout 

but rather the printing, of a form, 

enamel finish. it should be considered separately 
from the previous question. 





heavy steel design, many exclusive features; attractive, baked- 


Silent operation means less operator 12. Does the layout follow the same 
fatigue ... increased efficiency. sequence of operations as that 
Non-slip protective heavy iron of related forms? 


castings assure stronger, safer Any copying of information 


from one form to another will be 
speeded up by keeping the se- 
quence of information the same on 
both forms. The eye should travel 
the shortest possible distance in 
a logical sequence of operation. It 
should not be necessary to take 
information first from the top 
Practically impossible to turn then from the bottom, and the 
over; sturdiness gives a firm remainder from the center part of 
foundation for every type of a form, in a helter-skelter man- 
other outing, Fast ete Cor ner. A definite sequence of copying 
uneven floors...high or low - 
drop lect on otther side saves must be established. A keypunch 
important spoce. WRITE FOR operator can work much faster on 
LITERATURE labor cost distribution cards if the 
. original information is laid out in 
the same sequence as the key- 
punching operation, or vice versa 
This is one case where preference 
On Sele af Better Dealers in arrangement cannot be shown 
Everywhere The form's layout must take 
TAND CO into consideration the logical work 
ee . flow in all clerical writing and 
dang POPLAR BLUFF, MO. posting, as any break in sequence 
requires additional time and can 
lead to clerical errors 


performance. Rigid construc- 
tion guvorantees longer life 
at lowest annual cost. 


First choice of office workers 


and management everywhere 





MODEL "'S” 
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Management 
for Growth 
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m page 


arise today; delay until tomorrow 
may wipe out that opportunity. It 
is perhaps for this reason 
Anderson, Clayton has built an 
organization which is, in many re 
spects, the exact opposite of many 
other national and international 
organizations. Instead of closely 
supervised branches and depart 
ments answerable to a central man 
agement or authority for minutest 
details, Anderson, Clayton branches 
in New York, Memphis, and else 
where are almost wholly managed 
by the men on the spot. At the 
home office in Houston, they speak 
of branches as autonomous units 
of which the top men in the 
company seem especially proud 
Though they plan within the com 
pany’s well-established framework 
of policy, the men on the spot have 
a wide latitude for the exercise 
of judgment. 

Basically, they are held re 
sponsible only for results. Yet they 
come to these jobs so well trained 
in company policies and methods 
that they remain well within the 
general policy outlines established 
at Houston. 

Obviously, a man worthy of being 
put in charge of an operation as 
large as some of the Anderson 
Clayton branches and given such 
wide latitude of authority must be 
well trained, and must know how 
to take bold action without some 
body from the home office holding 
his hand. 

Since the company seldom em 
ploys a man trained by another 
organization, the question naturally 
arises, “Where does the company 
find such men?” The answer, we 
think, is to be found in the next 
section 


6. Hire 


that 


and Train Young Men 

When Anderson, Clayton went 
into the cottonseed oil refining 
business and began to package and 
sell consumer products in foreign 
countries, it hired a man from an- 
other big company to take charge 
At Houston they tell of this in 
somewhat the manner an 
other company would admit some 
gigantic mistake, for it is ex 
tremely unusual for any but a 
young and inexperienced man t 
be hired by the company. Top mer 


Same 
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in the company seen 
it is a distinct admissior 
not to have a manr 
heavy managerial t 
Many of the exe 
responsible 
pany began work 
rooms, learning 
classify ton. As 
them showed ambi 


positions 


couraged t 
and was 


he made to prepar 


assisted 


responsibility 
Lamar Fleming, J: 
the company, started 
position and then was 
and other 
spent 10 years in Europe 
excellent Fleming's 
was once Will Clayton's empl 
before the company’s four 
Probably Will 
was a stenographer i: 
days, the company hired y 
stenographers when they 
available. Harmon  Whittingt 
now executive vice presiden 
to Anderson 


European cou 


results 


because 


Clayton fron 
I. & GN Missouri 
railroad offices in Houstor 
a similar job in the same office 
came young C. E. Waddell, now 
head of Anderson, Clayton & Cia 
Ltda., a Brazilian subsidiary 

Later, as the demand for 
men increased, 
were hired. There is now a training 
plan within the company which 
will help to provide needed mar 
power as the 
to expand 

How much the company values 
its keymen is 
way it 
make substantial 
company earnings are 
warded. For example 
J. C. Dellinger, a direct 
manager of the Pacific Cer 
ritory, was paid a 
$10,000. His bonus for 
was $458,271—-the hig 
any individual in 1950 
to the Department 
Revenue 

Just how quickly 
takes advantage of cor 


(now 


young 


college graduates 


company ‘ ntinues 


evidenced by the 
uf 


shares earnings who 


contri 


be seen in the compari 

for the year ending July 
with the period 
later. Sales for the fiscal ye 1 
ing in July 1950 were $598,889, 121 


same 


as compared with $1,067,993,295 
for the year ending July ; 
thus adding Andersor 
Company to the growing 
American 
of more n 
nually. Future 
part of the ce 





Amazing New Method for 
Making Organization Charts 


Simpler e Quicker e Better! 


CHART-PAK METHOD 

Here's olf you do 
terials A 
for presentot 


And Note This: Y 


ATTACH TO YOUR LETTERHEAD 


i me descriptive brochure on the Ch 


CHART-PAK, INC. 


104. N LINCOLN AVENUE STAMFORD, CONNECTICUT 


“Saue 7ime with 
| Rete- Line” 


THE MODERN COPYHOLDER 


Promotes Accuracy « Increases Production 


Soves Eyestrain « Portable 


wae | 


Attachments for copying from wider sheets 
$1.25 
$1 50 


15 inch eye guide extension 


20 inch eye guide extension 











FREE TRIAL OF FER — Write asking us to send you 
TE-LINE PYHOLDER with the understanding that 


may return it without chorge within ten doys 


RITE-LINE CORP, 1025 - 15% Sweet, n. w 


Washington 5, D. C 


E-LINE copruoipoer 











ple ond MOUS TUL RELATIONS 


Thousands are spent for executive talent, executive evaluations, and development pro- 


grams, but management is reluctant to talk frankly with executives about their perform- 


ance. Thus executives and supervisors roll along, unaware of their failures or their 


successes, mediocrity or brilliance, missing the chance for strengthening the weak or mak- 


ing the stronger successful—American Mgt. Assn. pamphlet on executive counseling 





A Pontiac worker receives a diamond pin award after his fifth suggestion is 
adopted. Each of the awards has been worth at least one U. S. Savings Bond 


Five-Time Suggestion Winner Awarded Diamond Pin 


In the General Motors Suggestion 
Award 


whose 


awards worth less than a 


employee $25 bond, but these do not count 


receive 
Program each 
1idopted suggestion wins at toward the diamond pin award 

$25 U. S. Savings Bond At the Pontiac Motor Division of 
where 


least one 
s given a gold pin with a blue star General Motors Corporation 
For his 
bond or more, he is given a two some time, the diamond pin feature 


next suggestion earning one the program has been in effect for 

star pin, then a three-star pin, and has been found to be very effective 

so on. The diamond pin is awarded Those who qualify are alert in mak 

with his fifth suggestior orth i ing sure that they get the pins along 
) , 


ist 1$The emplovee may with the bon 


Colorful Story Tells Libby’s New Pension Increase 


\ lx 
piat 
to every office nd ctor mrke introduced 

4 company. Wh 


ore get top treatme 


the employee pens with color, told the story \ photo 


of of graph of a pensioner on the co 
reader to the 
Libby's house organ is The 
edited by Shirley Hutchins« 
ployee magazine he story it A full-page yulatior 
muffed in handling ployvees the 
be just another ce rless filler pension and t 
Just the reverse \ true I Social Securit 
Libby, McNeill & entitled upor 
food products, Chic Groupings are 
about increased retiren ind 35 years 
to employees. Four pages of photo the annual 


tabulations, and copy brightened to $10,000 


o4 


Hoberg Employee Booklet 
Gets Top Rating 


The company about to get out an 
indoctrination booklet could look far 
and wide to find anything better thar 
the “package” prepared for old and 
new employees of the Hoberg Paper 
Mills, Green Bay, Wisconsin 

In addition to some 40 pages ol 
text, the booklet includes a copy of 
the union contract and the pension 
agreement These two _ additional 
booklets, which are included in 
pockets on overhang front and back 
covers, match in color and fine paper 
stock the main indoctrination booklet 

The copy is warm and friendly 
without being coy; the drawings are 
amusing and pertinent to the subject 
matter. In the best sense of the word 
this is a ‘“‘modern” employee publica 
tion from cover to cover. For clarity 
of copy, for style, for excellent ap 
pearance, the Hoberg Paper manual 
should get top rating. As an addi 
tional bonus, it is informative! 


Operator computes pension amounts 
based on amended plan for Libby 
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Ed Meredith, vice president, Meredith Publishing Company, outlines increased 
benefits of the newly revised Meredith Retirement Income Program to employees 


Meredith Retirement Plan Explained on Company Time 


When the Meredith Publishing 
Company recently revised its old re 
tirement program (originally set up 
in 1938), advantages of the new plan 
were explained to employees at meet 
ings held on company time. Members 
were assembled in small groups to 
hear details given by President Fred 
Bohen, Vice President Ed Meredith 
and an official of the company insur 
ing the new plan 

At these meetings, each employes 
received a booklet outlining the plar 
containing a chart so each employes 
could figure his own retirement situa 
tion. Those already participating i: 
the old plan had only to fill out a new 
enrollment card to join the revised 
program which will go into effect 
upon approval by the Wage and 
Salary Stabilization Boards 
not members of the old plan must 
meet the following qualifications 
They must be 30 years of age, must 
have completed 1 year of continuous 
service, and must not have been mor: 
than age 55 when last joining the 
company 

After the announcement of thé 
new plan at these meetings, sessior 
were held in the company cafeter 
where members could figure their 
retirement income in terms of sala! 
and length of service with the hel; 
of the insurance company's repre 
sentatives 

Major differences between the old 
plan and the new are, briefly: The 
company is paying a higher percent 
age of the premium in the new plar 
members ceasing to work at Mereditt 
before retirement age 65 receive 
more on their investment in the new 
plan when they leave: under the new 
plan there is no ceiling salary as there 
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was under the old; and, finally, th« 
company will absorb all additior 
cost to bring members participat 
in the old plan since age 30 up t 
date on the new program. It is 
timated that Meredith will pay mo 
than $750,000 to retroactively cove 
these individuals. In addition to 
this past service cost, Meredith in 
future years expects to contributs 
$1.11 for each $1.00 contributed |t 
employees. For those earning mor: 
than $4,320 annually, premiums w 
be increased. However, those earnir 
less than this amount will, in mos 
cases, have no increase in premium 


and, in some cases, have eve ess 
pay 


Executives Are Told Why 
Incentive Plans Fail 


Speaking before 
management executives 


more 

ing sessions of the fall conference 
the Society for the Advancement 
Management in New York 
Bruce 
Payne & Associates, Inc 
Conn 

tive plans have faile 


Payne presia 
pointed out tl 


stances than is genera 
“A recent analysis 
dustrial companies sho 
Payne, “that only 
wage-incentive 
years ago, or 
during the last 
operation as 
Seventy-eight per cent 
incentive plans had fail 
weaknesses had deve 


ee 


origir 


plans.” 


New Booklet Clarifies 
Job Evaluation 


Your Job and Its Evaluation” is 
title of an illustrated booklet dis 
ibuted to all workers at the Marrero 
lisiana) plant of The Celotex 
orporation. This booklet is one of 
se deceptively easy-looking ef 

ts. Yet, anyone who has tried it 
ows that explaining job evaluation 
he worker is, indeed, a difficult 
job The Celotex neither 


talks down to the 


booklet 

employee nor 
ver his head happy 
dium reached by this copy, sup 
rted by clear-cut, simple illustra 


There's a 


and plenty of white space on 

page to make the reading easy 
e employee 

lille the booklet is easy to read 

left out in the way of job 

and all necessary points 

> covered 


the booklet is a long, care 


planned and executed program 
volving discussions with union rep 
sentatives, working out job descrip 
reviews of each job descrip 

y the worker and foreman in 
classifications of jobs and 

the write-up of each job. All 

ng the route the employee was 
ight into the picture, so that when 
1e finally received the descriptive 
booklet, he already felt that he had 
actively participated in the progran 


Forget About Wet Feet, 
Advise British 


Once again, during the season of 


sneezes, medical researct 

with another theory. This 

it’s the British Medical Researct 
which reports that walking 
drafts 
airing wet socks, and being outside 
e nothing to do witt 


rair Sitting in cold 


wz cold 
e 1948, the Council has bee 
ing with human volunteers 
possible how and 
cold. “In particu 
reported an a 
to find out whether 

lower the 


vidual 











For Better Employee 
Relations 


Safety and Service Award En 
blems help maintain employee 
goodwill and cooperation nee 

in the current competitive e 
Metal Arts emblems are of finest 
quality and attractively priced 
Let us suggest a distinctive de 
sign for your con pany 


Abo Identification Badges, Plaques 


Athletic Medals, Trophies, ete 


Brite far New Catalog 


METAL ARTS CO., Inc. 


Dept. (5 Rochester 21, WN. Y. 











Do Your Employees Read 
The Wrong Literature? 


Employee relations executives agree much of 
the literature employees read distorts their 
thinking about business. And literature distrib 
vted by the poyroll enclosure method is often 
labeled “propagando 

A Solution te the Problem—To meet the prob 
lem, N.R.B. is establishing Information Rock 
Centers in plants and commercial establishments 

across the country. Through 
this method employees select 
literature on a voluntary basis 
Positive thinking is developed 

The free booklet, How to 
Strengthen Employee Relations 
With Information Rack Centers, 
explains how you may profit 
from this successful program 
Send for it todoy 


THE NATIONAL RESEARCH BUREAU, INC. 
2) N 


4 Dearborn Street Chicago 10, Illinois 


GIVE MORALE A BOOST! 


Por further details write 


ATLANTIC EMBLEM CO. 


1135 Hreadway New York to NOY 





Please Mention 
CWERIC EN BESTNESS 


When Writing to Advertisers 








Before making her visit to the C F & | plant, Marie ambled over to a water foun 


tain to wait her turn for a drink. Marie played a big part in the safety drive 


Elephant Helps Employees Remember Safety Rules 


honest-to-goodness ele 
part in 
safety 


\ pint-size 
phant played an important 
the kick-off of a 3 months’ 
campaign which depended for its suc 

ingenuity of the 
participating depart- 
elephant, Marie, was 
representative of the “white ele 
phant which provided 
the theme for the unique 1951 safety 
drive of The Colorado Fuel & Iron 
Pueblo, Colo. Members 

committee were the 
ringmasters for the which 
labeled the most prevailing accident 
in each department as a white ele 

unnecessary, and 
Among these white 
bruises 


cess upon the 
workers in. the 


ments. The live 


occurrences 


Corporation 
the safety 


event 


phant useless 
time-consuming 

elephants were lacerations 
toreign bodies in the eye, and hand 
The main 
drive was, “An 


Remember 


face, and eye injuries 


slogan of the safety 
Elephant Never 
satety 

Marie, the live 


trick that got the campaign off to 


Forgets 


elephant, was the 
a good start Compl tely 
Marie 


the steel 


unexpected 
irrived with her trainer at 
works. She displayed the 
campaign slogan on her 


offices and met the 


back as she 
Visited the works 
manager befor 

Cardboard repl o 1 =baby 
elephant that vi h "F&I 
' 


steel mills lisplayed in eacl 


lepartment. Rach was tagged witl 


the most common accident, based or: 


1 1951 y to determine the most 
departments 

ntest was based 
white 


commit 


to eliminate 
counted for 25 per cent of the contest 
photos 
‘F&I 
Awards at the 
went to the de 


such happenings ac 


score Outstanding safety 
were published in Blast, the ¢ 
employee 
end of 
partments 
showing 
white-elephant accidents 
photo and write-up 

The campaign went over with such 
a bang that even at the end of the 
first month one department showed 
a 78 per improvement in the 
reduction of white-elephant 
dents 50 per cent; and still 
cent 


magazine 
the contest 
with the 
reduction in its 
plus the 


best score 


greatest 


best 


cent 
acci 
another 
another, 42 per 

Some of the displays 
in the Blast indicated the enthusi- 
asm with which the workers in the 
Various competing departments vied 
with each other 


reproduced 


One photo showed 
a jackass being introduced to the 
cardboard white elephant. With the 
aid of a hidden public-address system 
the jackass reminded the men in the 
department of their shortcomings in 
protective working attire. Another 
photo showed the combustion depart 
ments white elephant in a cage as 
if he were in a zoo. The sign read 
Hand incendo) 

Habitat 
Cap 
Safety Drive 
Still an 

rolling 


Burns (manus 
Species Worker 
High Temperature 
tured By--Comb. Dept 
Weapons 
other showed the rail 
white elephant 
mice cleanliness, alertness 
tools. The 

phant bore the Bruises 
The campaign to stampede 

white elephants out of the mill 

ne '3-month contest was a lot of 


Careless 


Regi ns 


Asbestos Gloves 

mill's 
section being scared 
by three 
ind proper cardboard ele 


label 


course. But results showed 


paid off in teamwork 
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Pictures Show Induction 
Of 15,000th Employee 


When the Allison 
General Motors Corporation, Indiar 
inducted its 15,000t) 
employee, the applicant posed for a 


series of 


Division of 
apolis, Ind 


photographs to demonstrat: 
the induction procedure for Allise 

os, the employee magazine. The 
series of induction photos includes 
An interview with a member of the 
personnel department; a check-up by 
medical staff; the 
where the applicant signs 


the company’s 
write-up 
for the pension program, and, if he 
chooses, the payroll bond purchase 

being fingerprinted and photo 
graphed for security reasons under 
the Federal regulations 
having the company insurance pro 


security 


gram explained to him; sessions wit! 
the safety instructor; a briefing or 
timecards, locker keys; and an intro 
duction to his new foreman 

The final photograph shows 
new man at work on the job to whic 
he has been assigned 


The 15,000th employee has interview 
with member of personnel department 


Employee Profanity Cut 
By In-Plant Worship 


For over 10 months now, workers 
at the Plymouth, Ind., plant of 
Gerber Enterprises have held re 
ligious services every morning at 
7 a.m. Believing that religion is part 
of the daily life and not something 
to be reserved for Sunday, these men 
started the services of their own 
volition, without any prodding or 
suggestion from management 

The direct results of these services 
have been: (1) A 12 per cent increase 
of church membership among the 
men; (2) a lessening of grievance 
problems; (3) disappearance of pro- 
fanity in the plant; (4) the companys 
has not lost a man since the services 
have begun: (5) the workers are 
content and have found that they can 
talk out any problem with manage- 
ment men 
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Made for Use with 
Electric Typewriters 


typewriters? Then you 


Thousands of KARLOS in use today. 
Write today ter proof. know how heovy they are. They require 


special support to operate efficiently 


Do you use elect 


But why hove electr typewriters if 
typing fatigue s robbing your 
typists of faster typing production 
KARLO TYPEWRITER STANDS give 
maximum vibration proof support 
They ore movoble—without lifting 
to give access to Busy desks 
when work other thon typing gets 
Simple height adjustment 


permits comfortable typing posture 


KARLO is Americas number one 
hoice-—o typewriter support thot 
s mode for electr typewriters 
Heavy cast iron base mokes vibra 
tion impossible. You cant tip it 
over—-expensive machines ore sate 
s°" KARLO supports. Easily rolled 
permitting 


on oversized casters 


~ omplete use of desks 


No longer mus! an entire desk pedestal or top be sacrificed to moke room for the typewriter 
Stunning new baked on gray color matches office desks and business machines. Truly—KARLO 


s the answer to your search for the best support for your electr typewriters 


Over 20 years’ experience in building better supports for modern business machines 


KARL MANUFACTURING COMPANY 


32 IONIA AVENUE S. W., GRAND RAPIDS 2, MICHIGAN 
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ALL-PURPOSE BUSINESS 
SHOW for 1952 


ction with NOMA 


Cooperating Broups 


© Office Equipmeny 


in conjun “nvfacture 


33rd international 
Conference 
INStitute 


90 
a . J% Of a 
J be va lable Space aj 
1on's leading 'eady 


civic AUDITORIUM companies 


San Francisco Cal 


MAY 19, 20, 21, 22 





Tew SASL EINS ... EULUIPMMENT 


In a recent book ‘‘How to File and Index,’ Bertha M. Weeks says, ‘‘Government sta- 








tistics show that the number of clerical and kindred workers has increased from 2,000 
in 1870 to 7,600,000 in 1950. Since nearly every clerical worker is concerned with the 


making, processing, or handling of records, the foregoing figures indicate the growth 


' 


in volume and kinds of papers which are found in modern offices in recent years.’ 





New Portable File for 
Double Safety 
PRIVATE papers are 


ate with the new ¢ 
PainTine Heavy combinatior 


ri.ulp our records sate as i 

No key to be misplac 
oO! a chose! 

combination. File serves 
organizer and pull drawer lettet 
combined. Upper compartment wit 
litt cover Keeps urrent ret 
Visible Equipped with progress 
ball bearing suspensions, four sw 


f 


casters, and a spring compressor 


is precision made of heavy gauge 





steel. Guide rod operates jn depressed 
groove for eyeleted guide operatior 
Standard models come in olive gree 
ind Cole gray. Three other finishes 
are available for a slight additiona 
charge-grained walnut, mahogar 
or knotty pine to harmonize with 
your present office interior. Model 
854Y is the letter-size unit and Model 
S5SSY is the legal-size unit Both 
come equipped with lock and key for 
upper compartment. Unusually low 
priced. Cole Steel Equipment Co 
+.) SD adisor é e fork 
Portable Duplicator Makes Se rene fy Nee 7 NY ie : ssi 
: colored carbons in preparing master 
Copies in Five Colors copy Surprisingly low in price 
Ideally suited for businesses with a 
modest work load. Master Addresser 
Company, 6500 W. Lake St.. Min- 
neapolis 16, Minr 


LIGHT WRIGHT spirit luplicato 
weighing only 12 pounds prints pape 
from post card size to 8 inches 
wide by 11 inches high. Not requiring 
stencils, ink 
the Master Portable Spirit Duplicator : 

s simple and easy. Masters can be Coin Wrapper Speeds 


typed or written w i ball point 


or gelatin. Operation of 


Money Handling 


THRIFTY, new coin counting and 
wrapping machine solves the tedious 
chore of preparing small coins for 
lepositing in bank. Measuring only 
6 inches long and 3 inches high, Ray 
A-Coin, a hand operated machine 
ckels, and dimes into 
tubular paper I rs. Precision 
manufactured from die cast alumi- 
num finished in brown baked enamel 
Pavs for if vy cutting coir 
handlin me it | nderize, Inc 


Fr 0 iva sacramento 
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Multiple Marking Machine 
For Quick Labeling 


NEXT time you need a dozen or a 
thousand of the same label, you'll 
be ready to roll in minutes with 
Weber's Model K Tag-o-Graph. Just 
insert easy-to-file stencil in a simple 
1-2" operation, and turn handle 
Labels feed automatically, printing is 
uniform, and a counter keeps tabs 
of the number of labels run. Stencils 
which can be typed or marked with 
a stylus, make 1,000 or more sharp 
permanent impressions. Weber Ad 
dressing Machine Co., 200 W. Central 
Road, Mt. Prospect, Ill 


Duplicating Unit Offers 
Operating Economy 


PRINTING both offset and letter- 
press, Davidson's Model 251 is par- 
ticularly suitable for fast, low-cost 
printing of office forms, letterheads 
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Low-Priced Intercom Fanfold Biller for 


System Adaptable Easy Operation 


MBINING ma 


1 ‘l it it’s 
ise Master sta 
With talk-liste 
station sele« 
Stafl 
operati 
swered 
feet fre 
master 
tions 
selectiy 
master 
be used privately 


ts own optior 


envelopes 

bels, post car lis 

model will take either paper or 

offset plates, type, electrotyy 

type slugs, or rubber pl i ) 
prints in black and white or mu ! wy § ne ‘ s well 
color. Duplicating unit har t 
usual types of office cx py 
improvements in design and 
have made machine easiect 
more efficient. Davidson Cs 
1020 W. Adams St., Cl 


Follow-up ‘Folders 
Aid Memory 


YOU won't forget 
Rem-Rand's new V 
up folders are in use 
Ingenious visible ndex 


colored signals tell what 


flash next due-date 
easily moved 


where set to 








Remingtor 





“hat new payroll method 


saves them thousands 


of dollars!" < 


Miia 


now No more over 
n this Poyroll Dept 

instead of having clerks turn oul repe 
tiheus payroll figures week after week 
ts now done for the firm by the 
Recording and Statistical Corp. on spe 
cial high speed alphabetic and numeric 
tabvlating machines 
These automatic morvels whizz through 
the work in a fraction of the time it 


would take ony competent office force 


Firms find that this method not only 
soves them many a headache, but helps 


save thousands of dollars, too! 


Send for FREE brochure now! 
Get the complete facts now Get rid of 
those payroll headaches once and for 
all. Inquire about other tabulation serv 
ices, too. let us tabulate your sales 
orders, prices, costs, inventories and 
other statistics. Why not call or write 


now? 


RECORDING & STATISTICAL CORP. 


CHICAGO - BOSTON - DETROIT MONTREAL: TORONTO 
0 Sixth Avenue, New York 13, N.Y. 





FAST AUTOMATIC = 


ELECTRIC 
STAPLING 


Staples automatically .. . 
instantaneously ... fast as 
you insert the work. 





No time lag. No motor, no 
hand or foot controls. 


Standard type staples Reload from 


the front without removing a single part 
Portable ... weighs only 12'4 pounds 


Write for illustrated folder 


STAPLEX CO., 64.74 Jay St.. Brooklyn 1, N. Y 


both hands free 
for the work 


Do as thousands are doing 


staple it the modern 


Staplex 


way 





nsiness VIPS 


The following literature is of special 
interef? to executives active in busi 
ness management. It is current, and 
requests for this literature received 
several months after date of this 
issue may find supplies of the various 
booklets are completely exhausted 





221. A GUIDE FOR SELLING TO 
THE UNITED STATES AIR 
FORCE This revision of the 1949 
Follow Me produced at 
Headquarters, Air Materiel Command 
in Dayton, explains the what, where 
and how of Air Force procurement 
The information contained is slanted 


booklet 


especially at small business whict 
the Government is attempting to 
bring into the procurement picture 
Air Force buying procedure has 
undergone many changes since the 
Korean war, so any businessman in 
terested in reaching this market will 
find this booklet highly valuable 
Copies may be obtained by writings 
directly to the Commanding Genera 
at the address given below 


222. FEEDING THE FACTORY 
WORKER. The 40-page booklet being 
offered by Field Research Division 
of the Paper Cup and Container In 
stitute covers a study of Industrial 
Feeding Procedures. Its highly in 
formative pages are packed with im 
portant facts to management men 
interested in setting up food service 
on the premises. Statistics show cur 
rent practices in methods 
financial arrangements, food service 
wages, and feeding extra shifts. Sur 
prisingly enough, flexible, decentral 
ized systems such as food carts 
canteens, and vending machines, are 
revealed to best accommodate fluc 
tuations in the payroll. Copy is avail 


able free upon request 


costs 


223 NDUSTRIAL CLASSIFICA- 
TION OF SECURITIES—-TRADED 
ON THE NEW YORK CURB EX 
CHANGE. A _ handy, easy-to-read 
reference to Curb stock and bond 
issues is put out by the New York 
Curb Exchange. The 64-page booklet 
presents the Exchange’s 743 security 
issuers, and 860 stock and bond is 
sues in 41 major and 121 minor in 
dustrial categories. It is divided into 
three sections: An index showing the 
industrial classifications, a listing of 
securities and their ticker symbols 
and an appendix listing the corpora 
tions represented on the Curb 
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22 SOUND IDEAS FOR BUSI- 
NESS AND INDUSTRY. Twenty 
Ways to save money by using tape 
recording are listed in a new 16-page 
illustrated booklet by Minnesota 
Mining and Mfg. Co. It tells how 
tape recording solves problems in 
record keeping, sales training, time- 
and-motion studies, communications, 
sales promotion, employee relations 
and educational programs 


225. OFFICE MANUAL OF FILING 
SYSTEMS AND SUPPLIES. A new 
92-page illustrated manual describes 
the many types of filing systems for 
commercial, industrial, or institu- 
tional operations. Its six sections 
cover vertical filing systems, vertical 
file guides, card indexing systems 
card guides, filing folders and 
fasteners, and filing aids. Based on 
the consolidated experience of Rem 
ington Rand filing specialists, man- 
ual is available on request 


226. HOW TO SAVE TIME AND 
MONEY WITH A CHECKING AC- 
COUNT. Nearly 100 pointers for 
anyone with a checking account are 
contained in a new 24-page booklet 
by John Y. Peaty, retired editor of 
Banker's Monthly. Tips on how to 
write checks safely, the right way to 
make a deposit. Send 25 cents per 
copy to Promotion Press 


Requests for these booklets may be 
sent direct to the companies listed 


221. Commanding General, Air Ma- 
teriel Command Wright- 
Patterson Air Force Base 
Dayton, Ohio 

222. Field Research Division of the 
Paper Cup and Container 
Institute, 551 Fifth Ave 
New York 17 N Y 

223. Public Relations Dept., New 
York Curb Exchange, 8&6 
Trinity Place, New York 6 
nM. ¥. 

224. Minnesota Mining and Mfg. Co 
900 Fauquier St., St. Paul 
6, Minn 

225. Remington Rand Inc., 315 
Fourth Ave New York 
N. Y 

226. Promotion Press, Inc., 49 West 
57th St.. New York, N. Y 
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Clinton Road + 


veee Wt line "tS 


OF MODERN OFFICE 
EFFICIENCY 


Wiltshire Modern 
the style for moder 
in mony of the smartest 


n Ame 


In addition to the W 
Executive desk 
this line includes ao hondsome 
Conterence dest Se reto 
and Clerical desk 
Consultation desk nd 
modern functional table 


bookcases, et 


Your Imperial dealer w be 
glad to show you the 
Wiltshire line and 
ocqvuaint you with 

mony space-saving 
work-saving features 
WRITE FOR Office P 
Kit ne 
graph 


ding fi 


desk company 


EVANSVILLE 7 no 


‘Don't File It —HANG IT! 


" Oxford PENDAFLEX 
HANGING FOLDERS 
Cut Filing Costs 
20% or More! 


*r Folders hang 
on frame 


Frame fits in 


file drawer 


Instant 
reference to 
every folder! 


Send for Catalog 
OXFORD FILING SUPPLY CO., INC. 


Garden City, N. Y 


wa 


we SHRED ALL 


WASTE PAPER SHREDDER 


Quickly shreds newspapers 


magaziner 
waste paper, tissue, cellophane, corru 
jated cartons, wax paper, et into uniform 
resilient strands ideal for packing pur 
poses. Especially adapted to shredding 
onfidential records, blueprints, etc., per 


to the paper mills, for re-use 


Compect, economical, safe. All revolving parte 

sre covered. Instantly adjustable. Shredse ” to 

«”. Designed for continuous and trouble-free 
service 


FREE TRIAL 
Operate a SHRED ALL 30 days. if 
not satisfied—return—owe nothing. 








UNIVERSAL SHREDDER COMPANY 
SAGINAW, MICHIGAN 





MEW BOOKS 





Now you can do | 


@ PLASTIC BINDING 


RIGHT IN YOUR OWN OFFICE 
this modern low-cost way | 


Fatt... PLASTIC BOUND 
PORTFOLIO. PRESENTATION 


eded 


M.A 


ernment work 
GENERAL BINDING CORPORATION beer connected 
Dept. A8-2, 808 W. Belmont Ave. | | 

Chicago 14, i. | pplied So il Research. Mr. Stewart 
and masters legres 


ersity’s Bureau of 








| 


5S. Department of 
labor economics Business 
Wiley & Sons Commerce 
ic, New Yorl State University 
is Professor of Finance School 
Business Administration, Universit; 
NOMY } ff Michigan. McGraw-Hill Book Com 
Writ n ) pans In 33 West 12nd Street 
New York 36, N. Y. 449 pa 
Edition. $6.04 


ECO) 


SHARING A Bl 
lin J. Lunding. Lé 
of Jewel lea Company 
har tlre book offers some interest 
1,000,000 words ithor nto son { | ut that were put into operat 
. | lay : " na e S oO nationally known tood company 
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OME businessmen are not too happy over 

the way 1952 started out. Business has not 
heen as good as folks hoped it would be. Furni 
ture retailers at the Chicago H[ome Furnish 
ings Market, for example, reported profits 35 
to 60 per cent below 1950. In the lush 1950 
period, it was explained, retailers put on a 
lot of extra help. According to one survey, 
sales productivity dropped 1214 per cent in 
the vear that followed September 1950. “Re 
tailers, in 1952." said the president of the 
National Retail Furniture Association, “must 
stress sales training, cut out frills, and im 
prove their business techniques.” And that 
woes for a great many others, manufacturers 
as well as distributors, who find themselves 
squeezed hetween rising costs and. shrinking 
demand, Compared with the soggy business 
which characterized prewar vears, business is 
vood, and can be expected to continue that 
way for some time. But with break-even points 
where they are, it doesn’t take much of a sales 
drop to snuff out profits and turn black ink 
to red. The one sure way to prevent this from 
happening is to start today not next month 
or next vear to do a more intensive selling 
job. It might very well begin with better sales 
training. But eventually it means stepping up 
sales promotion, improving sales techniques, a 
more effective marketing plan, reduced sales 
operating costs, and, to use a rather mossy 
expression making two sales grow where only 


one grew before. 


Balanced Inventories 


One reason some businessmen expect busi 
ness to improve from now on is reported re 
ductions in inventories. And that is a good 
sign. But we wonder how many businessmen 
really can tell from = their inventory figures 
where they stand? Do they know how much 
of their total investment in inventory is tied 
up in slow-moving, or even obsolete, products / 
Do they know how soon they will be short of 
items which will move out quickly and which 
must be re placed regardless of inventory con- 
trol policies’ The fact is that we have fallen 
into the habit of judging our inventory posi- 
tion on the basis of total inventory to sales 
If we have been turning our inventory three 
times a vear, we are satisfied to go along that 
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way. But break-even points and inflated prices 
make this method unrealistic, to say the least 
As profits are squeezed by higher and higher 
taxes, the need of new working capital is bound 
to be felt. Unless we have a forward-looking 
system of inventory control, one which puts 
the finger on weak spots in our inventory situ 
ation, as well as pointing up over-all slippage, 
who can say how much working capital we are 
going to need to carry on? In a small business 
it is not too difficult to estimate how long a 
supply of any inventory item may last, or how 
long it will be before that item must be re- 
plenished. But in a sizable business, inventories 
have a way of getting badly out of balance 
and out of hand unless the inventory-control 
system is closely geared to market require 

ments of merchandise. 


A Cure for Turnover 


As long as people look to the Great Whit 
Father in Washington to care for them in 
sickness, old age, and even death, keeping a 
job seems unimportant. So the turnover rate 
is steadily rising, especially in industries like 
oil, where the competition to attract and hold 
workers is very keen. On the theory that em- 
plovees who save are usually employees who 
stick, Socony-Vacuum Oil Company has in- 
augurated an interesting savings plan. The 
company offers to match 50 per cent of what 
an employee invests in company stock, U. S. 
Government bonds, or selected investment 
funds. Within 4 months, 83 per cent of the 
company’s 42,000. eligible employees hav: 
joined the plan. They like it because it does 
not require them to put all their savings into 
one basket. After our World War IL experi- 
ence in pressuring employees to buy bonds, 
which all too soon lost half their buying power, 
employers are looking for a way to encourage 
thrift without seeming to tell workers what 
to do with their money. Too many savings 
plans fail to give protection against inflation 
Perhaps Socony-Vacuum has the answer. At 
any rate, employers need to get over to em 
ployees that the best security of all-—if there 
is any such thing in this insecure world—is 
what we provide out of our own efforts and 
develop from our own skills. It is the American 


way.— J.C. A. 
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